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new economy adding machine 


Economy price saves you money. Continuous-duty design assures 


long trouble-free service. 7/8 capacity. Direct-action function 


keys. Interlocked keyboard. Sensationally low list price $198.50 


See your dealer or write “addo-x’”, 300 Park Avenue, New York 22 








O1l0lolo-x 





B= automatic multiplier 2341E 


Provides fully automatic multiplication at conventional adding 


machine cost. See the remarkable double keyboard machine which 


does wide range of office computations automatically. 10/11 cap. 


See your dealer or write “addo-x”, 300 Park Avenue, New York 22 





NO WILLING PUPIL EVER NEED FAIL 


SHORTHAND! 


mm JuSt increase the 
amount of practice 
time—using 
DICTATION DISCS 


Amazing new method guarantees to 
increase your shorthand speed—Get 
higher grades, boost your salary! 









15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
! You practice at home, in spare time by listening to amazing 


accuracy! 
new Dictation Disc Records — available in all speeds. 


OWES TST 
More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Look What These Experts 

Say About This Se iliieaeah 

, y Y en o Money! Mai e Coupon Now! 
Wonderful New System 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 


“The key to shorthand speed is regular dictation pene handling charges. Or, enclose cash, check or money order now and we will 
tice ne yur records provide the student secretary . > : y 

with & cid Gumetement Se aaah A Soeneeee. Tae word ship your records postpaid. Either way — this method MUST do every- 
precise and clear manner in which they are dictated thing we say it will or you may return records in 10,days for full refund. 
makes easier the climb : 


to greater shorthand speed Mail the coupon now! 
William Cohen, World's Shorthand Champion 


(280 wpm for 5 minutes) 





estimation the dictation system of develop- 
I 


peed 1S the best e ever seer 


NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- 


Thomas Cele, Chairman, Committee on Professional Education 


weci ce 2 . 
N. Y. State Shorthand Reporters Spec ial Set No. 39 con- 


ferent business letters containing 2.442 tains more than 2000 
“Your dictation recor re made to order for the repetitions of the BRIEF FORMS and repetitions of the 500 
a ee ae ae ee ee eee 572 repetitions of the PHRASES, dice | COMMONEST WORDS 
dictation in 1-minute spurts, the results have. beer tated in speeds of 60, 70, 80 and 90 dictated into 31 different 
phenomenal 


WPM. Each of the four records con- 


letters, also in speeds of 
tains every 


brief form. 60, 70. 80 and 90 WPM. 


Dictation Disc Co Rertans oo V.aa 


DICTATION DISC COMPANY 78 rpm—$5.25 per set 


170 Broadway, Dept. TS-4 as " seme tare [) Set No. 61 
rpm 4-recor s ° ea. 
New York 38, N. Y. P cord se 


Poul Simone, Author of “A Stroke in Time’’ 
Instructor, Columbia University 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 
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DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 





60, 70, 80, 90 
3 records—2,500 words 


Please send me the records indicated. 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 


ord(s) in 10 days for full refund. 


(_] I enclose full payment now, please 
ship records postpaid. 


NAME 





ADDRESS 





cITY_ 
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C] Set No. 38 [] Set No. 41 


60, 70, 80, 90 


4 records—brief forms 
& phrases, 3! different 
letters, 3,570 words of 
dictation 


[] Set No. 39 
60, 70, 80, 90 


4 records—500 com mon- 
est words, 3! different 
letters, 3,426 words of 
dictation 


(CJ Set No. 40 
40, 50, 60 


4 records—32 different 
letters, 2,500 words of 
dictation 


60, 70, 80 


4 records—32 different 
letters. 4,000 words of 
dictation 


[] Set No. 42 
80, 90, 100 


4 records—32 different 
letters, 5,000 words of 
dictation 


[] Set No. 43 
100, 110, 120 


4 records—3! different 
letters, 6,000 words of 
dictation 


(] Set No. 44 
100, 110, 120, 130 
4 records—7,000 words 


[] Set No, 50 
Legal Dictation 
4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 


(] Complete Course 
on 45 rpm $18.75 
includes Sets 41, 42, 43, 
and 44—16 records, 119 
all different business 
letters 25,000 
words of dictation, 5 
different instructors. 


[] Same as above, 
but including Sets 
No. 38 & 39 $26.75 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 





[] Set No. 62 
90, 100, 110 
3 records—3,000 words 


[] Complete Course 
on 78 rpm $14.50 


9 records—60 to 150 
wpm 


33% LP $8.75 per set 
[] Set No. 71 
60 to 100 
2 records—7,000 words 
[] Set No. 72 


90 to 130 
2 records—10.000 words 


] Complete Course 
| on LP $16.50 


4 records—60 to 130 
wpm 
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IMAGINE . 

William Holden appearing before 
vour desk, Kim Novak asking you to 
make hotel arrangements for her. 
Sir Alec Guinness arriving for a spot 


of tea. It couldn't happen in 


, 


vour ollice’ well. it does in 


Lita Ruben’s. The reason: she’s 
secretary to the vice-president in 
charge of Advertising and 

Public Relations for Columbia Pic- 


tures. Celebrities. glamour. 


and excitement are part of her job. 





So are screenings of new pictures, 
television shows on lunch hours. 
preview concerts of Columbia records. 
\ore about Lita and her fascinating 
job in “Lights. Camera... Secretary.” 
HEADLINE MAKERS... 
missiles. rockets, satellites ... 

all the attributes of the Space Ave. 
behind these technological wonders 
the scientists and engineers who 

plan and guide them. Behind these 
eifted individuals—the technical 
secretary. She, too. has a vital part to 
play in this new age—-her story starts 
on page 20, 


ALSO 

tips on a tricky subject, 
Tabulation 

fashions that start with spring, 
travel right through summer... 
the right answers to your 
questions o1 home permanents .. . 
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SAVE OTHER SECRETARIES, 15 

WORD TEASERS, 17 

THE LAST PAGE, 64 

@ Features 

LIGHTS, CAMERA. . SECRETARY, 21 

PROGRESS BRINGS PROBLEMS, 24 

IN FOCUS: THE TECHNICAL SECRETARY, 26 

PABULATION PLUS, 30 

WANTED: SECRETARIES WHO .. . 39 

® Fashions and Beauty 

GOOD LOOKS COVER, 
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ON THE COVER: Spring-touched jewelry 

the delicate mountain fern translated 

into gold-filled pins and earrings, 

highlighted by cultured pearls. Equally 

at home with tailored or dressy clothes. 

Double fern pin (10 pearls), about $15. 

Earrings, 815. By the In perial Pearl Syndicate. 
SUBSCRIPTIONS: Send subscription correspondence and change f address to 
Subscription Manager, ropay’s secretary, 330 W. 42 Street. New York 36. 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become , effective. 
Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 
York 36, N. Y. 
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President 


of } 


Swingline, Inc. -' 


calis the class to order! 


' 
; 








—be seated! Today’s lesson concerns itself with the three “E’s”: Efficiency...Economy...Exclusives. The 


subject matter: the wonderful staplers seen on more desks across the nation than any other kind—SWINGLINE! 

First, Efficiency: SWINGLINE makes a stapler for your every possible office need—even that special one you’ve been 
asking for all along. There's the completely automatic electric stapler that requires only your feather touch to turn out 
tons of fastening work. If what you’ve been after is a master desk stapler, SWINGLINE’s No. 4 is a paragon of efficiency 
~and it holds 210 staples, too! The No. 3 is a shorter desk model...the No. 27 a rugged model that can be handsomely 
imprinted with your company’s name. For efficiency plus versatility, the No. 77S does a 4-in-1 job: staples, tacks, pins, 
fastens—and stores a whopping 500 staples! One-girl office? SWINGLINE has designed the compact No. 99 specifically 
for the smaller office — yet it holds 105 staples for ready action. 

Second, Economy: Every SWINGLINE stapler is sensibly priced —it saves you time, saves your firm money. (Watch your 
Purchasing Agent smile when he sees those prices!) 

Third, Exclusives: only SWINGLINE staplers guarantee split-second loading (thanks to the exclusive open channel!) 
and jam-proof performance! There are brilliant Jeweltone colors to choose from, ultra-modern designs to enhance 
your desk. 

But trying is believing —how else can you really know how efficient, economical and special SWINGLINE staplers are! 
That’s why the President of SWINGLINE is making this offer: have your purchasing person dial STillwell 4-8555 to 
discuss your stapling needs and problems -—or any others in the office. SWINGLINE will send him the stapler that answers 
your individual need—for a FREE 10-DAY TRIAL. There’s no obligation, of course. Try it...see how it works... how easy 
and efficient SWINGLINE is! If you’re completely satisfied—and you will be! —tell your purchasing person to just call 
to order —and we'll do the rest. 

Class dismissed. Now put SWINGLINE to the test! 


ati Line. 
WtLITG INC. LONG ISLAND CITY 1,N.Y. 


In Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canadas World's Largest Manufacturer of Stapies for Home and Office 
{ } 1060 








...THE RIBBON THAT 
DOES EVERYTHINGI* 


> Everything you could reason- 
ably expect a business machine 
ribbon to do... from general typ- 
ing to data processing! Whether 
used for manual or electric type- 
writers, billing machines, tabula- 
tors, wire printers or any of the 
newest high speed data processing 
machines, Columbia Silk Gauze 
ribbonsdelivertheresults you want. 


Silk Gauze ribbons have proved 
themselves through years of supe- 
rior performance. They are made 
of the finest, lint-free silk obtain- 


y ae | 


able, inked by an exclusive Colum- 
bia process. You get the sharpest, 
most uniform write you’ve ever 
seen. Super-strong, extra-length 
Silk Gauze ribbons are still on the 
job long after ordinary ribbons 
have called it a day. 


Colored Ribbons That Compliment 
Your Letterhead 

Silk Gauze ribbons are available in 

a rainbow of colors. Send us your 


letterhead for our customized color 
ribbon recommendation: 


SILK GAUZE RIBBONS 


by ’ 









e ® 


Columbia Ribbon & Carbon Mfg. Co., Inc. 
1044 Herb Hill Road, Glen Cove, N.Y. 


Enclosed is our company letterhead. Please send us free 
your customized color ribbon recommendations. 
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Another way Underwood 


masters the art of sharing ideas 





~ 
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When every impression must be letter-perfect . . . Poge after page, 


carbon after carbon—the work done on your new Underwood Documentor® is electrically crisp and clear. Here’s a typewriter 


that not only looks smart, it performs brilliantly, too! The high-style Documentor electric is a modern typewriter, from the most 


complete line of business machines in the world. These office time-savers are the result of Underwood Visioneering—the ability 


to foresee your particular problem, and help you solve it! u ri d e rw oo ad 


Underwood Corporation * One Pork Ave. * New York 16, N.¥. 









Electric, Standard, and Portable Typewriters; Adding and Accounting Machines; Data Processing Systems; Filing Systems; Supplies; Electronic Systems & Components 








No stains, no spatters! 


New "SCOTCH" BRAND i , 

C See how easy! “SCOTCH’’ BRAND new cleaner comes in a 
clean, dry sheet. Just roll it into your typewriter like paper. 

Typewriter Cleaner 


No messy liquids, no brush, no putty. Your hands stay clean! 
lets you type the dirt away 








See how quick! Chemically-treated sheet picks up dirt, lint 
and ink like magic. Just strike each key three to five times; 
the job’s done in less than three minutes. (Cleans type on 
other office machines, too!) 


é . 








See how letters sparkle! You'll like those crisp, clean letters 
—and so will the boss. ““ScotcH’”” BRAND Typewriter Cleaner 
costs just 98¢ for three full 814 x 11” sheets—perforated so 
you can tear off used portion and save the rest. Ask your 
office supplier now! 


COMPANY 
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Executives with Expense Accounts have Uncle Sam ina 

spin. Too many of them are evading taxation by creat- 
ing fiction. Some recent entries in the Pulitzer 
prize stakes: (1) the inventive genius who wrote off 
his son's college tuition as "a contribution to the 
old alma mater," (2) the executive who claimed the 
$8,000 cost of his daughter's social debut as a busi- 
ness deduction. His tale? It helped him "to meet the 
right people." Greater imagination hath no one, but 
Uncle has a new ending for the old story--so if your 
boss has ingenuity and an expense account beware... 


Taller Secretaries, Bigger Bosses--that's what Americans are 
working toward at the rate of two-fifths of an inch 
every decade. Girls today average 1.4 inches more 
than mother; boys, 1 inch more than father. One oddity: 
if this pattern backtracked consistently through his- 
tory, the Romans would have measured less than two feet. 


“Say Ah, Please’? iS a command familiar to executives 
across the country. According to Industrial Relations 
News, 75 per cent of the business VIP's have boosted 
themselves onto the sick list, but only 41 per cent 
have treatable illnesses. Most of these occur in the 
age forty and older group. The younger contingent 
produce more complaints than actual complications. 





Comrade or Capitalist? It's hard to tell with Sergei 
Dimitri-Ivan-Alexei-Nicholaivich, the composite boss 
of Soviet big business executives. His age is perhaps 
forty-five, somewhat younger than his American coun- 
terpart. His major was engineering, his dominant 
problem meeting quotas. To do this, he's developed 
another talent--the ability to ignore regulations and 
juggle the financial books when necessary. His dos- 
Sier, incidentally, is on file--with Doubleday and Co., 
in their new book The Red Executive by David Granick. 





WORKERS OF THE WORLD cheer up. Every holiday in 1960 
falls next to a weekend except Thanksgiving... INDUS- 
TRIAL DISTRIBUTION reports that among every key 1,000 
men in industry these changes occur over a 12 month 
period: 343 new faces appear, 65 titles change, 157 
people shift to new locations, and only 435 stay put 
-»e-THERE YOU ARE, MATA HARI. Spying is here to stay 
according to students of the Harvard Graduate School 
of Business. Surveying 200 companies on undercover 
methods of keeping up with the competition, they 
discovered: some 27 per cent reported recent cases of 
Skulduggery. Of these 20 per cent thought it was in- 
creasing, 70 per cent indicated no change, and 10 per 
cent said it was diminishing..."The hardest thing 


about holding a job is the work it requires" (Office 
Economist). 











PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the ‘blues’. 


Sally now takes Midol at =e 
first sign of menstrual distress. 


oe” “WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation is 

is yours, FREE. Write Dep’t TS-40, Box 280, 

New York 18, N.Y. (Sent in plain wrapper). 
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Everybody 
votes for 
EATON’S BERKSHIRE 












their superior quality. 


personal pride. 


Just one of the Berkshire favorites: 


Eaton’s Corrasable Bond, erases with- 





out a trace! For a generous 25-sheet 











Yes, Berkshire Papers are the unanimous choice 
of top-level secretaries everywhere because of 
Berkshire’s many 
finishes (whichever you prefer) in bonds 
and onionskins will make your typing 
easier and the results a matter of 


sample of Corrasable, send 25¢ to Eaton 
Paper Corporation, Dept. T-40, Pittsfield, Massachusetts. 


aten 


. 
EATON PAPER CORPORATION [E 





TYPEWRITER PAPERS 


*. 


¢ PITTSFIELD, 








MASSACHUSETTS 















st J4 


11, 12 and 13 COUNTRIES 
Departures Weekly from New York 
April thru November. 





QUEEN MARY e QUEEN ELIZABETH 
S.S. UNITED STATES e¢ S.S. STATENDAM 
EMPRESS of BRITAIN e S.S. MAASDAM 

S.S. FLANDRE e S.S. HANSEATIC 











Special 3 WEEK AIR TOURS 


European Grand Tour visiting England, Holland, Bel- 
gium, Luxembourg, Germany, Switzerland, Liechten- 
stein, Austria, Italy, French Riviera, Monte Carlo, 
France. Also, tours including Ireland, Scotland and 
Wales and 3 WEEK AIR TOURS Available. Special 
Tours to Passion Play in Oberammergau. Tours are 
All First Class in Europe and Personally Escorted—All 
Expense including round trip tourist steamship or 
economy air fare. Later return if desired. See Your 
Travel Agent or write for Free Booklet 73-A 


MEDITERRANEAN Cruise and Tour of North Africa 
and Southern Europe on American Export Lines, from 
$1,098. If interested, write for Special Free Booklet 
No. 73-K 

















agp 
CARAVAN TOURS, Inc. 


220 S. State St. «© Chicago 4, Ill. 

| Please send brochure as marked below: 
C) European Booklet No. 73-A 

| C1) Mediterranean Booklet No. 73-K 


Name 
| Address___ 
| Cty... ‘ State ’ , 
— — —_—_ a —— ——e <a «ae 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 





onty $LIS 






Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., pepr. 154 


* 2607 North 25th Ave. ® Franklin Park, Ill. 





Q. Should the title Mr. be used when the 
first page of interoffice correspondence car- 
ries the following form: 
To 
From 
Subject 
What is the preferred form for second and 


subsequent pages? 


A. While custom seems to prefer the use 
of Mr. in interofhice correspondence, to- 
day's trend is away from it. Thus, if your 
company has no established rules. you 
might initiate this practice. 

Some organizations (it is usually the 
individual within the organization that 
has a preference and not a rule set by 
the company) make use of a salutation 
and closing in interoffice correspondence. 
but these are in the minority. 

It is not necessary to list the name (or 
names) on the second or subsequent pages 
of such correspondence as it is ¢ ustomary 
to staple two or more sheets. 


Q. Is there a clear-cut explanation of the 
difference between the words guarantee and 
guaranty and also between depository and 
depositary? I am often confused as to which 


to use, 


A. The group of words that you ask 
about has puzzled many writers. 

In the verb sense, guarantee is prefer- 
able to guaranty; for example. “We guar- 
antee this material will not fade.” In the 
noun sense, guaranty is perferred to guar- 
antee: for example, “Our guaranty is good 
for a year from the date of purchase.” 
Many businessmen, however, use guaran- 
tee also as a noun. 

Depositary is preferred in the sense of 
a person who receives a deposit of money 
or other valuable; for example, “My at- 
torney acts as depositary for many per- 
sons.” Depository is preferred in the sense 
of a place in which to deposit money or 
valuables; for example, “The new ware- 
house is a safe depository for our rec- 
ords.” 
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BUSINESS ENGLISH 
SECRETARIAL PRACTICE 


BUSINESS LAW 


V lelel 4.44 400 le 
rae 


Na 


TYPEWRITING 
dian ¢ 
BUSINESS ARITHMETIC 
Vivian W. A 
SHORTHAND 


harile 


FILING 





correct way to write 


QO. What is the 


mounts of money in a sentences 


{. In 


money should be expressed in figures: 


business letters, amounts of 
thus: 

The price of this coat is $33.56, in- 
cluding tax. 

In legal documents, however, prices 
are written in words followed by figures 
in parentheses: thus: 

The price of the lot is Two Thousand 
Hundred Dollars  ($2.500.00). 
Notice that the parenthetical amount fol- 


lows the word Dollars. 


| ive 





Q. What is the preferred 
ter to a law firm having two partners: 
namely. Oliver and ( lapp? Il was told that 

should be addressed to the indi 
whom one is u riting 


eat h ot the 


way to address a 


the letter 
lual to 
{lso. what closing would 


urtners use when answering cor 


re spond 


{. A letter written to one of two part- 
ners may be addressed in either of two 
Mr. James Oliver 

Oliver and Clapp 


Address 

Dear Mr. Oliver: 
or 

Oliver and Clapp 

Address 


Attention Mr. James Oliver 
Gentlemen: 

\ letter written by one of the partners 
usually bears the typewritten partnership 
name as a signature, with the handwritten 
signature of the dictator below; thus: 

Sincerely yours, 
OLIVER AND CLAPP 
(Signature) 

It is most important that the partner- 
ship name be used on letters that deal 
with contractual matters or legal opin- 
ions—in fact, in almost every case where 
in interpretation of law is given. Only 
letters dealing with routine or personal 
matters would be signed by the dictator 
1lone 

(Continued on page 10) 
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LET US 
SHOW YOU 


how you can make your office dictating and transcribing 


50% SIMPLER 

















ee 
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ZiINE-LOADIN‘« 


orelco” 3S 


SPECIFICALLY DESIGNED 
FOR THE GIRLS WHO HAVE TO USE THEM 


Here, at last, is a secretary-oriented dictat- 
ing-transcribing machine designed to make 
your job simpler, more pleasant . . . and 


more rewarding. It’s simpler to operate. | 


As easy to use as your typewriter. Just 
five controls operate all functions. All you 
need for transcribing, is one simple control 
—a foot pedal or a typewriter bar. Simpler 
to load: No more fumbling with tape thread- 
ing or belt loading . . . the exclusive Norelco 
‘35’ tape magazine does it for you, loads au- 
tomatically in just 2 seconds. Simpler to 
carry: . . . it weighs just 8 pounds. Much 
more pleasant to use: No-need to strain to 
hear words...the Norelco ‘35's’ better sound 


means clearer voice reproduction . for 
easier, faster typing, without fatigue. And 
much more attractive: The Norelco 35's 
modern decorator styling looks smart 
gives your desk a special mark of distinc- 
tion. 

Discuss the Norelco ‘35’ with your boss .. . 
he'll be pleased to learn that it costs only 
$179.50 (plus tax) complete with your 
choice of either dictating or transcribing ac- 
cessories. 

You can try the Norelco ‘35’ at your own 
desk and discover how much time and effort 
it can save you. For a free demonstration 
... without obligation . . . mail coupon. 





North American Philips Co., Inc. 
Dictating Equipment Division 
230 Duffy Avenue 
Hicksville, Long Island, N.Y. 


In Canada, the Norelco ‘35’ 

is known as the ‘Philips’ dic- 

tating machine and is dis- 

tributed by Philips Industries, 

Ltd., 116 Vanderhoof Ave- 
» nue, Toronto, Ontario. 

















Notice how 
Eagle-A Boxed 


a 


Typewriter Papers =. 


tha TYPE ERAS? 
ro 





really move 
off your 
Stationer’s shelf! 






You can see that the big demand is for Eagle-A Boxed Typewriter 
Papers. These popular typewriter papers are fast sellers because 
they please the boss — and ease your work. Bosses prefer the way 
letters, memos and office copies look on Eagle-A Papers — clear, crisp, 
bright. Busy secretaries like their fine typing and erasing qualities. 

Eagle-A Boxed Typewriter Papers come in letter and legal sizes, 
plain and ruled — in the time-saving Eagle-A “Hinge-Top” box or 
100-sheet packets. Secretaries and teachers: for free Sample Booklet 
and Letter Placement Guide, write on your firm or school letterhead 








pe 


to Dept. TS, American Writing Paper Corporation, Holyoke, Mass. 


EAGLE-A BOXED TYPEWRITER PAPERS 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 

100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 

75% COTTON FIBER: Contract Bond * 50% COTTON FIBER: Acceptance Bond 

25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; 
Type-Erase, the Bond and Onion Skin with “built-in erasability”’ 

SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond 


LO 








EAGLE-A 





PAPERS 











. Should the verb are or is be used in the 
following sentence: “The total administra. 
tive salaries in the amount of $9,720 current. 
ly being paid to operate the 180 units are/is 


considered high.” 


{. In the sentence that you quote in 
your letter, the words of the are under. 
stood after total. Reword the sentence 
thus: 

The total of the administrative salaries, 
in the amount of $9,720, currently being 
paid to operate the 180 units is consid- 
ered high. 

It then becomes apparent that the word 
total is the subject of the sentence, and 
the verb should be is. 





). 7 here has heen conside rable dis Uussion 
in our offi e concerning the rule for cap tali- 
zation of titles appe aring after proper names 
and we find that even the authorities we use 
disagree. Thus. we would appreciate youl 
advice on the titles listed below: 

“Mr. John Jones. director of sales of The 
{rthur Smith Company... .” 

“Mr. J. B. Brown. assistant vice presi 
dent and manager. branch division of the 
Bank,...° 

“Mr. Paul Radcliffe is also Senior lnvest- 
ment Officer (meaning his title—not senior- 


tv) of this corporation,” 


4. We understand that vou refer only 
to cases when such items appear In sen- 
tences. On envelopes and in inside ad- 
dresses. these titles are always « apitalized 
alter names, 

Observation and research show that 
there is no uniform practice in this detail 
of trans¢ ription style. We feel. however. 
that the tendeney is toward using small 
letters. and that is why the rule in the 
Reference Manual for Stenographers and 
Typists (Gavin and Hutchinson) states: 
“When official titles follow the name in 
sentences, do not capitalize the titles un- 
less they refer to high government ofh- 
cials.” 

In your second illustration. however. 
we would capitalize Branch Division, as 
we understand that is the name of a spe- 
cific division of the bank. (Actual names 
of departments. committees, and other 
hodies are capitalized.) 

Your last example is a problem. By 
rule. to be consistent. senior investment 
officer should be written in small letters, 
but this gives the wrong interpretation of 
the word senior. Unless the title can be 
brought before the name, we can see no 
alternative but to be inconsistent in this 


one Case, 
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distinctive shap 


comfortable*to hold. 


Write on 











Vertex M-1200 Carbon Ribbon 


IA 








Roytype makes over 1000 
different ribbons for type- 
writers and tabulating ma- 
chines. To be sure you're 
using the right ribbons for 
the jobs you do, check with 
your Roytype Representa- 
tive. His office knowledge 
can help you. Use it soon! 











Typed characters so sharp and clear that they snap, 
a ribbon so tough and durable that it won’t... 
that’s Roytype’s Vertex M-1200 Carbon Ribbon, the 
ribbon designed for your electric typewriter. 

Vertex M-1200 Carbon Ribbon is made of an ex- 
tremely durable plastic film. It’s so tough you need 
never worry about breakage while typing, so thin 
that it reproduces the type face with absolute clean- 
ness and clarity. And the thinness makes it possible to 
get nearly 14 mile of ribbon on each spool! It’s a long 
time between changes with Vertex M-1200 Ribbons. 

See your Royal Representative about Vertex 
Carbon Ribbons for your electric and standard 
typewriters. Ask him for your free sample. 


ROYTYPE’ carbon papers, ribbons, quality 
supplies for all business machines 
Products of Royal McBee Corporation, 


World’s Largest Manufacturer of Typewriters. 


MAIL COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE c/o Royal McBee Corporation, 
Department N, Port Chester, New York 


Send a Roytype Representative who will explain your 
money saving coupon purchase plan. 


Your Name 





Firm Name 





Street Address 





City Zone State 
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Office Manager 





FLEXOWRITER PRESIDENT SFD 
lor VP's [oo | ven \ IP's ean u 


automatically from spec¢ 


excellent 
W rites 
. giv- 
look. 
100 words pet 
deleted directly 
inserted with 
riden, Inc., Dept. 
Rochester 2, N.Y. 
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ially code d I Lpe 


copy an individual 


ing each printed | 
speed 


No limit on copies, sy 
Mistakes can bye 
letter 






minute, 
addresses 
from | 
Leighton Ave.., 


Irom tape: 






Information 


rs. One 


euse. 







COLOR-KODE is a technicolor filing method of technical simplic ity. 
Just index by color in chronological order and orderly fashior 
or try one shade for sales accounts. one for correspondence. Inte 
locking tile pockets prevent confusion. Available in both letter and 
legal size. Information from Color-Kode Visible Filing Systems 
Dept. TS, Allegheny Ave. at Second St., Philadelphia 33, Pa. 


FOLD-O-MATIC tolds sheets trom 4 by 4 


nehes up to 174 by 22 inches at speeds up 
to YOO per 


hour in all types of parallel 


A table top model, 


| 
folds. 


it will slit, perfo- 


ate. score 


. or vertically crease papers. Infor- 
mation and prices from Print-O-Matie Co.., 
Ine.. Dept. PS, 724 Washington Blvd.. Chi- 
cago 6. Ill 





“SCOTCH” BRAND NO. 311 MAGNETIC TAPE sets a record in record 
ing. Backed by a 


stretch. and moisture resistant: 


new material called Tenzar,. it is said to be tear 
features dual colors for easy track 
identification in dual track recording. Prices: $2.40 for 5-inch reels 
(600 ft.), $3.75 for 7-inch reels (1.200 ft.). Folder and sample from 
3M Company, Dept. EO-41-TS, 900 Bush Avenue, St. Paul 6, Minn 


ROYAL'S ELECTRIC TYPEWRITER is a new 
machine with several news-worthy features. 
Among them: centralized keyboard control, 
a two-tone chime to signal a line’s end, a line 
meter to indicate remaining typing space, 
and a half-spacer key to add those forgotten 
letters. Information from Royal McBee Corp., 


Dept. TS. Westchester Ave., Port Chester, N.Y. 





FLAME-TAMER WASTE 
to “hght fire with fire.” 


is designed 


BASKET 
Smaller-than-regula 
tion Opening is so made that it blocks oxygen 
by utilizing the smoke in a “smoke-screen.” 
Without oxygen the flames smother, Basket 
comes in four different models. Informatio: 

m the Royal Rock Corp.. Dept. TS, 120 
South La Salle St.. Chicago 3. TIL. 
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.--USES DANDRICIDE 


®°KADI RYAN, pert, efficient 
office manager for a leading elec- 


tronic manufacturer, cuts a trim 
figure around the office. According 
to Kadi, more than experience and 
personality contributed to her suc- 
cess. Personal grooming was the 
plus that helped her rise in the 
business world. And, as we all 
know, good personal grooming 
starts with your hair. To be sure 
your hair is free from unsightly 
dandruff, rinse with DANDRICIDE. 
Kadi learned early in her career 
that easy to use, pleasant DANDRI- 
CIDE effectively removes and keeps 
dandruff away. No girl entering 
the business world can afford to let 
dandruff spoil her chances for good 
salary and position; especially 
when it’s so easy and economical 
to rinse with DANDRICIDE. °° 


ANTI-DANDRUFF RINSE 


DANDRICIDE guarantees Ie 
results against the 
toughest case of dan- 
druff. And best of all, 
DANDRICIDE is pleasant, 
effective and easy to use. _ 
The large $1.00 bottle 
lasts for months. Get 
DANDRICIDE at your 
drug store, beauty shop, 
cosmetic counter, or 
mail $1.00 to: 
DANDRICIDE COMPANY 


£ A 
4 hh} . } \ y 















13 








This tape is different” as can be 
...mends paper quite invisibly! 


SCOTCH BRAND 
Magic Mending 


Tape No. 510 


There’s nothing else like it for permanent 
paper mending! “‘ScoTCH’” BRAND Magic 
Mending Tape practically disappears on 
contact with paper. And you can write on it 
with pen, pencil or typewriter. 


Use ““SCOTCH’”’ BRAND Magic Mending Tape 
with confidence—it stays crystal clear, 
will never peel, curl or ooze — 
adhesive at the edges! 
- 47 5 ; r! 
Ask your office supplier now! Pr a 
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Mends letters, contracts. No-glare 
surface makes “‘SCOTCH”’ BRAND Magic 
Mending Tape easy to read through— 
even with small print. You actually 
can’t see the tape on many papers. 








Mends ledger sheets, records. 
Write over this tapeas though it weren’t 
there. Special backing can be written 
on with pencil, pen, typewriter. 





Mends permanent documents. 
You can depend on Magic Mending 
Tape to stick tight, to stay clear, to 
last as long as the paper it mends! 
Send for free booklet about all the handy 
“SCOTCH” BRAND Tapes for office use. 
Write Dept. CBM-40, 3M Company, 
St. Paul 6, Minn. 


“SCOTCH” and plaid design are reg. trademarks of 3M Co. 
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Other 


Secretaries 


... from the tedium of office tasks. After all, anything a machine does, 


the secretary doesn’t have to do. 


The 


following are the suggestions 


of panel members who realize the work they save may be their own. 


If only the manufacturers of typewritet 
erasers would attach a small magnet to 
their products. Experts tell us not to tie 
an eraser to the machine as it may get 
caught in the typewriter works, so I place 
mine on the desk. Then the phone rings. 
| have to refer to other papers, and the 
like. The result 
the shuffle. A magnetized eraser could be 
affixed to the side of the typewriter and 
would be 


my eraser gets lost in 


available for immediate use. 


Miss Edna C. Kaping 


Riverside. California 


Why not a desk with a round, revolv- 
ing top, the latter to be operated by a 
foot pedal? This would be a 
those 


boon to 
work with 
several cumbersome ledgers and record 


secretaries who must 


books at the same time. 


Miss Marilyn Dorf 
Denver. Colorado 


I have been looking for transparent. 
colored cellophane tape, but none seems 
to be available. Don’t manufacturers real- 
ize how helpful a colored tape that per- 
mitted typing and printing to show 
through would be for indexing, marking 
file tabs, and so on? 


Viss Jean E. Lise heid 


Sacramento, ¢ alifornia 


How 


lope? The typist would simply insert the 


about a continuous form enve- 
first envelope. Then she'd be prepared to 
type as many as she needed without re- 


the This 


extra motion in 


from machine. 
the 


volved in suc h work. 


moving them 


would eliminate 
Viss Camille 
Vontreal. Cue he: 


Vorin 


Canada 


Whenever I pick up a piece of carbon 
paper, my fingers get dirty. Wouldn’t it 
be possible for manufacturers to leave 
one corner of the paper free of carbon? 
Then we wouldn't have to 
worry about smudged hands. And certain- 
ly very few jobs require typing far into 


secretaries 


the corner of a page. 
Mrs. Nancy A. Williams 


Indianapolis, Indiana 


I'm surprised no manufacturer has 
made the middle (lap) drawer of the 
office desk with adjustable sections or 
partitions, This handy usually 


holds small. loose items such as scratch 


drawer 


pads, stamp pads, stamps, pencils, and 
the like. I straighten my drawer frequent- 
ly, but within ten minutes the contents 
will shift—and nothing can be found. 
Adjustable partitions would help keep 
them in place. 


Mrs. Patricia Symmes 
Santa Ana, California 


I just had a brainstorm. How about 
a typewriter ribbon that could be turned 
over when it started to wear? If manu- 
facturers could produce a spool capable 
of doing this, it would add words to the 
life of every ribbon. 

Miss Betty Jane Sams 
Kennewick, Washington 


Why doesn’t someone come up with a 
drawer divider to hold and separate legal- 
paper? As it is, | 
box after box to assemble the legal-size 
first 
and the office-copy paper. The file cabi- 


size have to open 


carbon paper, and second sheets, 


net drawer could be used, but getting to 
and from it is a time waster. 


Mrs. Barbara Jordan 
Elko, Ne 


vada 





There must be some 


the earliest entry will be honored.) 





products you could use that are not yet available 
from manufacturers. Jot down your suggestions and send them to: Panel 
Editor, TODAY'S SECRETARY, 330 W. 42 St.. Neu 


pay $5 for every suggestion used in the magazine. (In case of duplicates, 


York 36, N.Y. Well 











3 WAYS TO BE ONE 
OF THE FILTHY RICH 


inherit an oil well 


take Stenograph 
shorthand machine training 





An honest evaluation of the three methods would show the 
following: that although Stenograph trained stenographers on 
the average are far better paid than pad and pencil stenographers, 
an oil well may still be better. 


For it's true that you have to study Stenograph. Luckily, it isn’t 
difficult. And most people get pretty fast pretty quick. Stenograph 
jobs are fascinating jobs, too. Top management secretaries, 
court reporters, scientific-medical stenographers. You'll find 


Stenograph in the United Nations, in the Congress of the United 
States. 


You're on your own if you prefer 1 or 2. But we can help you 
with Stenograph ... if you mail the coupon. 
16 





eeoeeecescceseeseeeri seeee 
STENOGRAPHIC MACHINES, INC. T-460 
8040 North Ridgeway Ave., Skokie, Ill. 

Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school 





address 





city zone state 
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They All Rhyme with “Bird” (new) 
The words represented by the following brief definitions rhyme with bird. How 
are they spelled? 
lL. Listened. 5. Next after second. 


2. A group of large animals. . _ thick part of sour milk. TABLETS 
— | Hospital-tested, prescription-type 


. Postponed. 
formula provides total 
treatment in a single tablet! 





BY E. LILLIAN HUTCHINSON 


> 


3. Unreasonable and ridiculous. 


sO « 


} Agreed: were ol the same opinion. 












Per-, Pre-, Pro- 
In each blank space, insert the word beginning with per, pre, or pro that is synony- 


mous with the parenthetically enclosed words following the blanks. 


1. In an academic procession, the faculty (go before) the students. 

2. The nightmare was so harrowing that | awoke covered with (sweat) 

3. As soon as you complete one exer Ise’, (go ahead) to the next one. 

4. Ruth’s notebook was almost _____ ___ (complete in every detail). 

5. Every name on this list is that of a ; (expected) custome 

6. These are the facts on which our lawye rexpects to - - _ (sec k to enforce ACTS INSTANTLY TO 


by legal process ) the suit. 


7. The assistant principal _ (carried on) the duties of the principal last week. @ STOP CRAMPS 
8 A certain amount of maturity is needed to have a prope (view of 
things in their proper relation) in such matters. © OVERCOME 
9. The saddest chapters in history tell how certain peoples were : (cruelly DEPRESSION 
oppressed ) for their religious beliefs. | 
10. The physician (ordered) a long rest for his patient. ° CALM 


JUMPY NERVES 
© ELIMINATE 


A Foolish Quiz for April | oe 
Each of the words or phrases defined here contains the word fool. What are the e COMBAT 
words? PUFFINESS 

l. Rash, reckless. | 

2. A large-sized sheet of stationery. 

3. A profitless adventure or undertaking. 

1. A form of copper or iron resembling gold or silver. 

5. A state of unwarranted happiness. 


6. So simple as not to be misunderstood 


Worked even when others failed! 


Now, through a revolutionary discovery of 
medical science, a new, prescription-type tab- 


I, Myself, and Me 


Various forms of the first person singular pronoun are used in the following sen- 


tences, some of them incorrectly. Spot the errors and substitute correct forms. let provides total relief from periodic com- 
l. Don’t be startled—it’s only me. | plaints. When cramps and pains strike, 
2. My sister is much taller than I. FEMICIN’S exclusive ingredients act in- 
3. The new principal lifted his hat as he passed Stella and myself. | stantly to end your suffering and give you 
1. The English teacher asked us, Harry and I, to prepare a special report. | back a sense of well-being. If taken before 
>. My brother is often taken to be me. | pain starts—at those first signs of heaviness 
6. | prefer to type this letter myself. | and distress —further discomforts may never 
7. Between you and I, Peggy's account of the event was greatly exaggerated. | develop. No simple aspirin compound can give 
8. The office boy and myself can finish the job before five o'clock. | you this complete relief. Get FEMICIN at 
9. The chairman appointed both John and I to serve on the committee. your drugstore today! It must give you 
10. I witnessed the accident myself. greater relief than you have ever experienced 


or your purchase price will be refunded. 


For samples and informative booklet, “What 
R , You Should Know About Yourself As a 
What’s the Difference Between— Woman!”, send 10¢ for postage and handling. 


l. liniment and lineament ? 4. bullion and bouillon? Box 225, Dept.TO5,Church St. Sta., N.Y.8,N.Y. 


coup and coop? 5. collie and coolie? . 
disassemble and dissemble ? 6. clique and claque? THROUGH RESEARCH ..4 BETTER PRODUCT 


<_— 
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Esterbrook Makes a Point—for Bess 


Wee Steno Bess was sent to see 
The personnel man at McGee. 
He sought the very best in town 
For busy, grumpy Mister Brown. 











“Bess,” he warned, “‘the girl we need 
Must take Gregg with engine speed. 
Correspondence will be VAST!” 


Bess said, ““Esterbrook is fast!” 


(What poise! Of course, she’s referring to Esterbrook’s 
comfort and smooth writing ability.) 








“Too,” he said, “‘and in conclusion, 
Mister Brown won’t take intrusion. 
Accuracy’s a must, I fear.” 


Bess said, ““Esterbrook writes clear!” 


(Always! Esterbrook’s Gregg-approved point [No. 1555] 
writes the even line so important for legible Gregg!) 





Mister Brown now cracks a smile— 
Work flows like the River Nile. 
““She’s a jewel,” he crows in praise! 


“Tl put that girl in for a raise!” 
(I should hope so!) 





Bess didn’t get a chance to mention that Esterbrook is the only fountain pen 

with a Gregg-approved replaceable point (No. 1555). (Just one of 32 
precision-made points. One for every writing need.) 

Or, that you can replace damaged points in seconds — for an economical 60¢. 










: . 
Gsterbrock —the only Gregg- 


approved pen with replaceable points. Just $2.95 
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“Vill keep my date... 


thanks to my Edison 
Voicewriter!”’ 


“What a change the Edison Voicewriter makes in a secretary's 


days ... and evenings! If your office is like mine, you know what 
it’s like to spend hours taking dictation . . . then hours transcribing 


your shorthand notes! How, often as not, it means staying over- 
time to get the work out. 

“Not anymore though! With the Voicewriter, you’re hours 
ahead, freed completely from tiresome dictation. Your boss can 
dictate to his Voicewriter anytime, anywhere . makes things 
easier for him. While it gives you more time to do a better job... 
more time to be a real executive assistant! 

“And it’s so easy to transcribe from the Edison Diamond Disc. 
Dictation comes through crisp and clear... with the Voicewriter’s 
unique controls, you’re in command at all times.” 


Edison Voicewriter 


A product of Thomas A. Edison Industries. McGraw-Edison 
Company, West Orange, N. J. In Canada: 32 Front Street W., 
Toronto, Ontario 


ril. 1960 

























GIVE YOURSELF A CHANCE! 


Ask your boss to let you mail coupon for de- 
tails on the Voicewriter system that’s best for 


you both! No obligation. 


| 

| 

| 

| 

| 

| 

| 

| 

| 

| 

| 

| 

| 

| 

| 

| To: 

| Edison Voicewriter 
| West Orange, New Jersey 

| 

| Both my boss and I want to know more 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
l 
| 
| 


about what a dictating machine will do 
for us. 


Name 





Boss’s Name 





Company 


Street__ a 


+ 


Zone ___State_ 


Mutual Centamatic Desk Punch A Model 300 
There are 2-hole and multi-hole punches in the Mutual line, 
carefully engineered to save you time. They offer you higher 
capacity, too. There are three models which center your paper 
automatically (the patented Centamatic feature). Mutual 
punches are priced in line...and they last and last. 


Mutual... 


Mutual desk and hand punches are earning a top reputation 
today. They are stronger, easy to use, accurate, and long 
lasting. Everyone who punches holes can have their own 
punch for just a few cents a month! Make sure your next 
punch is a Mutual punch . . . with Centamatic paper center- 
ing on desk punches; and Spacematic heads on hand 
punches, which click into place. Mutual desk and hand 


punches are sold by almost every reputable stationery store. 


90) 


Mutual Adjustable Hand Punches A Model 27 


There are three hand punch models, which punch from two to 
seven 44” holes. On two of these models, the heads click right 
into place (these are on the Spacematics!) ... or can be “parked” 
in a jiffy. Mutual Hand Punches are lightweight. Their feathery 
balance in the hand makes them simple to use. 


PRODUCTS COMPANY: INC. 


ifacturer  moelaaleli=a > elalem-[alemel-t-1. 
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.. . And enter Lita Ruben. Slender, 
dark-haired, and vivacious, Lita is 
well accustomed to cameras and crises 
and even to famous characters. She 
has to be. Her office is the New York 
headquarters of Columbia Motion 
Pictures Corporation right on Fifth 
Avenue. Her boss is Mr. Paul N. 
Lazarus, Jr., vice-president in charge 
of Advertising and Public Relations. 
A typical day in the movie business 
is. to quote Lita, “very hectic.” It may begin conventionally 
enough with the mail opened, the boss entrenched in his office, 
and Lita seated at her typewriter, all according to the business school script. 
It rarely stays that way, Somewhere along the line, usually about five minutes 
after the starting hour, the scene changes—to resemble one of Columbia’s own 
action stories. 

As Lita describes it: “Often I have the Dictaphone at one ear. the telephone 
at the other, and I'm typing with both hands—while holding lunch with a third 
I’m not even entitled to.” 

Like every secretary Lita performs the usual chores: “meeting visitors, 
arranging luncheons, setting up conferences, and screening the people who 


—— eee  “inust’ see Mr. Lazarus.” But even with this, Lita’s is not the usual job. For 


BY KATHY LARKIN 


LIGHTS. CAMERA... 
















































one thing. motion pictures are literally a million dollar 
business and then some. For another. certain ingredi- 
ents make it different: atmospheric ingredients like ex- 
citement, glamour. and more excitement. Says Lita. “| 
never know who is going to walk in: Kim Novak. Fred- 
ric March. Dirk Bogarde. or William Holden. ...” But 
whoever it is. the celebrity who walks into that suite of 
ofices high above Fifth Avenue immediately becomes 
part of Lita’s job. 

“| make reservations for them. take dictation if they 
require it, place phone calls. get them theater tickets. 
arrange for flowers. for cars to meet them at the airport. 
and then follow up to be sure they are comfortable.” 
This might involve slipping into theaters where even 
Brooks Atkinson may fear to tread or producing red 
roses on March 17 when only green carnations grow. 
No matter. Somehow Lita does manage. 

While managing she has acquired some peculiar mem- 
ories. There are the celebrities who prefer a view of 
Central Park to the Fifth Avenue side of the stately 
Plaza Hotel. There are the celebrities who must have 
larger suites. There is also the now famous [affaire 
cheese and yogurt. 

[t all began when a well-known producer arrived in 
New York and was invited to a luncheon in his honor 
at Columbia. The menu that day featured filet, but alas. 
the producet did not like filet. \ rush call brought 
scrambled eggs to the table but no satisfaction to the de- 
termined gourmet. Asked to select his own blue-plate 
special, he settled on the austere combination of yogurt 
and cheese—specified by brand name. Another rush 
call to the kitchen and he was cheerfully nibbling away 
while everyone present tentatively relaxed. But... aha! 
They had all relaxed too soon. The terrible tempered 
connoisseur banged the table to demand another help 
ing. So... Lita to the rescue. 

\ mere ten mile gallop through the summer heat of 
New York, and she had succeeded in her mission. The 
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gastronomical crisis was over. The producer was happy. 


the people at Columbia were happy, and Lita was breath- 
less—a condition that eventually wore off after an hour’s 
complete rest. 

Despite this tale of woe (which Lita delivers with ob- 
vious enjoyment and humor), she classified Columbia’s 
visitors as “pleasant, wonderful people.” There is. for 
example, Sir Alec Guinness; “He always prefaces a 
request with ‘please’ and ends with ‘thank you. Very 
polite. very nice, and very, very British.” 

All this does have its effect as Lita admits. “I’ve 
been exposed to so many different types of individuals 
... My tastes have changed completely. . . . I like crea- 
tive people. but you do have to be on your toes to know 
what they're talking about. They have a jargon all 
their own. It’s like another world.” 

In that world a script may have little resemblance to 
the picture that finally emerges from its journey through 
the quadruple Charybdis of direction, interpretation, re- 
writing. and of course, the cutting room floor. And since 
advertising begins almost before the production of a 
movie is through, Lita can often detail each step of the 
metamorphosis—from casting to completion. One ex- 
ample of change is Columbia's “Song Without End,” 
which was filmed in Vienna with the new French star. 
Capucine, and Dirk Bogarde. It began life as “The 
Magic Flame.” was known throughout shooting as “The 
Story of Franz Liszt,” then as “Crescendo,” and finally 
ended with its present title. Between beginning and 
end, however, lie various conferences, abandoned ideas. 
and the strewn bodies of exhausted movie personnel. 

When peace has finally descended upon the movie lot. 
then cometh the preview—and Lita has seen quite a 
few. She and the other secretaries often gather in Co- 
lumbia’s eleventh floor screening room to watch the dif- 
ferent films. Their bosses gather there too—to watch 
for expressions of approbation or disapproval. 


Such audience opinions are taken very seriously and 
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On the job with Lita means checking files for a press list, 
1 letter dictated to Sir {lec Guinness . e 
Plotting to bring them all together with her boss, Paul Lazarus. 


may even result in a major change. One nervous com- 
pany (not Columbia) filmed a picture with two endings. 
The hero died in the first. while the second ending de 
picted him riding off into the traditional sunset. The 
choice was left to the preview audience. 

Musical artists and advertisements may also face the 
unofficial censors for that “secretarial touch.” Columbia 
has a vast supply of records, and a vast, soundproof 
room where the informal board of judgment sits. Lita’s 
verdict on most? “Wonderful.” 

Again, before “Once More With Feeling” opened, she 
was once more asked for an opinion. The problem: 
which advertisement to select. The final choice: an ad 
which is now running in newspapers across the coun- 
try—the shot of Kay Kendall’s abundant hair looming 
over Yul Brynner’s less than hairy head. 

Lita’s day usually runs from 9:30 to 6, with an 
hour off for lunch. During that hour she may shop, 
watch television in one of the empty executive offices, o1 
take in a movie in the screening room. Overtime is un- 
usual. “There have been occasions when I’ve stayed 


until 9 or 10 p.m. Mr. Lazarus (Continued on page 53) 


From secretary to guide. First stop for any touring VIP is 
an artist's concept of “Song Without End.” 
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PROGRESS BRINGS PROBLEMS 


WISE MAN once said that only two things are in- 

evitable—death and taxes. To bring the saying 
up-to-date, we should add a third: change. The growth 
of a business is a sign of progress, and progress always 
brings changes. It's up to the secretary who wants to 
succeed to adapt herself to new methods, new circum- 
stances, new people. How you accept them is a measure 
of your stature as a person and as an employee. The 
self-confident secretary accepts them as a challenge, a 
chance to grow with the business. 

Changes in methods can be learned by practice and 
memory. Changes mvolving people are another matter. 
Human relations problems are often difficult, but they 
caf be solved with thought and effort. The mail bag and 
the telephone have brought to light many problems that 
accompany change in the office. In your career, you un- 
doubtedly will encounter new situations. Some of them 


may coincide with the problems covered here. 


“1 changed jobs recently, and I don’t know my new 
boss well enough to judge whether I should tell him 
something or not. One of the vice-presidents, who has 
been friendly to me, confided that he is unhappy at 
work. He is antagonistic toward my boss, who is his su- 
perior. But my boss is unaware of his feelings. Should I 
tell my boss what I have heard?” 

The wisdom of passing personal information along to 
the boss depends upon the type of person he is and 
wliether he wants to hear such things. Same men are 


curious about everything concerning their associates, 
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and they expect their secretaries to act as observers and 
reporters. Others consider this practice as tale-bearing 
and discourage it. 

Another factor to consider is whether the vice-presi- 
dent is trying to use you as a go-between. A secretary 
told me that she was in the same spot on one job. Every- 
one complained to her. expecting her to relay their dis- 
content to the boss. She saw no reason why she should 
be in the middle, but she handled the situation tactfully. 
She told the gripers, “Mr. Boss is always willing to listen. 
Would you like me to tell him that you wish to speak to 
him?” Nine times out of ten. the complainer would 
reply, “Well, it’s not really that important.” You might 
try the same approach with this vice-president. He 
should be able to straighten out his own differences with 
the boss. 

After you've worked for your employer a little longer. 
you might ask him how he wants you to handle such 


incidents. 


“Our company is moving to a new building. The 
offices are beautiful, but in the new layout | will sit next 
to a secretary who is labeled as hard to get along with. 
I’m so upset that I'm thinking about resigning, although 
I’ve worked here seven years.” 

If you like your boss and your work and have chalked 
up quite a bit of seniority, it doesn’t seem wise to throw 
it all overboard just because of what people say. 

A secretary who hesitated about transferring to an- 


other department because she would have to work with 
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an employee reputed to be “difficult” weighed the pros 
and cons carefully. The transfer meant more interesting 
work with a well-liked boss. These advantages offset the 
one seemingly bad feature of the change. She decided to 
be cordial to the “difficult” co-worker and, if that failed, 
to let her alone. 

She was pleasantly surprised to find that the woman 
responded to her courtesy, and they worked well to- 
gether. “When I got to know her.” the secretary ex- 
plained, “I realized what a teriffic work load she had. 
I could see why she never had time to chat with the rest 
of the girls. She wasn’t unfriendly, she was just busy. 
Like anybody else. though, she appreciated politeness 
and co-operation. Evidently, no one had looked at the 
situation from her standpoint. If I'd taken the others’ 
opinion as gospel, | would have passed up a promotion 
that turned out better than I expected.” 


“My boss has been promoted. Now he has charge of 
many confidential matters. He trusts my discretion, but 
snoopers bother me. 1 didn’t know how nosey some peo- 
ple could be until we received this new assignment. How 
can | discourage their curiosity?” 

This plight is common. Lake Shore Chapter of the 
National Secretaries Association (International) recently 
surveyed its members on this subject. Eight ways to 
handle snoopers were discussed. One or more may work 
for you: 

a. Keep confidential papers covered or out of sight. 


b. Give the snoopers a wide berth and ignore them. 
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They soon will learn that trying to obtain information 
is useless. 

c. Stall those who ask direct questions. If someone 
asks to see a confidential report, pretend you can’t locate 
it. A second request should be referred to your superior 
for permission to grant it. 

d. Ask the inquisitive one whether her boss needs 
the information right away. This discourages the snooper 
whose request is not legitimate. 

e. If a person who is overly curious is given to 
understand that the information sought isn’t particularly 
confidential, he probably will cease to be a bother. 

f. Tell the questioner that you’re not at liberty to 
discuss such matters, but you’d be happy to refer her to 
your superior, who would be in a better position to an- 
swer her. 

g. Play dumb. Tell the snooper, “I don’t know any- 
thing about that. If you find out, will you tell me?” It’s 
better to be considered a dumb bunny than a pompous 
snob about confidential information. 

h. Don’t let on that you have access to confidential 
material. The secretary who always looks at though she 
has canary feathers around her mouth is_ inviting 
questions, 


“I changed jobs, and in this department everybody 
calls each other by his first name. Some employees even 
call the boss ‘Joe.’ My previous company was much more 
formal, and I hesitate to call associates by their first 
names.” 

You're right in treading softly in this regard. Some 
offices make a fetish of being on a first-name basis from 
the president to the office boy as a sign of democracy. 
Most companies are more formal. Their theory is that a 
boss should command respect, and the title of “Mr.” 
helps accomplish this aim. 

In business, it’s usually better to err on the side of 
formality than to take too much for granted. Continue 
addressing the executives as “Mr.,” unless they insist that 
you call them by their first names. If your co-workers 


use your first name, you can be informal with them. 


‘4 man is coming into our company in a newly 
created post, executive vice-president. He will intervieu 
five of us secretaries to select his assistant. | have a fine 
boss. but I’ve gone as far as I can in our department. 
The new secretarial post would mean @ promotion and a 
raise. 

“The new man has visited our office several times, but 
I don’t care much for him. I'm not sure whether I'd like 
working for him, even if he chose me.” 

The boss is the most important influence on a secre- 
tary’s job. Either you admire him and are devoted to 
him, or else secretarial work loses its appeal and its 
satisfaction. You can’t work wholeheartedly for a boss 
unless he has won your respect and friendship. 

A friend of mine faced a similar decision a few years 
ago. Donna longed for advancement, but had her doubts 
about how well she and the new man could work to- 
gether. She knew a secretary in the man’s former com 
pany. so she called her. (Continued on page 58) 
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W ANTED: secretaries with their feet on the ground 
and their heads in the clouds. An unusual com- 


bination 7 


Perhaps. but then the technical secretary is 
just that. She's the girl who complements secretarial 
ability with an aptitude for things technical. She's also 
the girl for whom engineers and scientists are feverishly 
competing. 

Travel agencies have yet to book ten days on Venus, 
hut vou are wearing crease-resistant dresses and watch- 
ing color TV—thanks to the advances made by engi- 
neers and scientists during the past two decades. Before 
World War Il. these men were regarded as ordinary 
people doing ordinary jobs. A few men could and. be- 
cause of fiscal limitations. did run the entire show- 
from drawing board to installation. from test tube to 
pharmac¢ ists shelf. The secretary who could type. file. 
and take dictation was more than adequate to most of 
their needs. 

Then came the war. Experimental radar sets had to 
be transformed into operational networks. lumbering 
aircraft into swift, long-range arsenals. Engineers and 
scientists needed help in their fight against obsolescence. 


They found it in the technical secretary. 


Let’s take a look at the world in which the “tec sec” 

works. .. . Company X. an electronics firm, has both 
defense and commercial customers. Its products range 
from complex radar systems that can detect and destroy 
hostile missiles to tiny precision components that make 
television pictures clearer. In its organization are three 
basic functions: research. where problems are analyzed 
and tentatively solved: development, where these tenta- 
tive solutions are made practicable through evaluation 
and refinement; and production, where the end product 
is manufactured at a fair price to the customer and a 
reasonable profit to Company X. 
_ At first glance, a tour of the premises would reveal 
little out of the ordinary. Many departments bear famil- 
iar names: Personnel. Accounting. Purchasing. Cus- 
tomer Relations. Desks (though a bit more cluttered). 
files (though often fitted with security locks). and type- 
writers are identical to those in common use. The same 
bowling scores dot the bulletin boards, the same watery 
coffee comes out of the vending machines. 

The first difference you'd notice would be the pur- 


posefulness and vitality of the workers. They know 
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they re doing important work. and they re trying to do 





it well. Then, of course. there are activities peculiar to 


technical endeavor—drafting. with its accumulation olf 


with its army of 


drawings: documentation. 


printers. 
editors. and illustrators. 


Whatever 


by one objec tive 


her duties. the technical secretary is guided 
to get the job done well and in a 
hurry. The demands made on her are high. but so are 
the stakes. Without being melodramatic. 
that she 
mankind. 


on paper but as vital links between the laboratory 


it is reasonable 


to say might with the destiny olf 


Words must not be regarded as mere marks 


be dealine 


and 
the launching pad. The dictation she takes. the reports 
she types. the manuscripts she proofreads must be treated 
with respect. An incorrect symbol. an editorial ob 
scurity. or a missed deadline can cancel a countdown as 
easily as a faulty component. 

Engineers and scientists have one major trait in com 
mon—the desire to spend as little time in the office and 
as much time in the laboratory as possible. They are 
wrapped up in the future and dislike being brought 
down to earth by oflice routine. Therefore. a technical 
secretary must have initiative and dependability. Wheth- 
er responsible for compiling information for an engineer 
ing report or maintaining a supply of pencils. she must 
do so on time—-every time. 

She must be versatile and adaptable but. at the same 


When admirals and 


generals come to see how their money is being spent 


time. thorough and conscientious. 


and they do—-arrangements must be made for a com- 
pany car to meet them at the airport. for coffee when 
they arrive at the plant. for an equipped conference 
room. Luncheons. accommodations. entertainment. and 
return-trip details will be in her hands. 

Typing and shorthand must be so well mastered that 
used for days ol 


they won't become when not 


weeks, And for 


mathematical equations as well as the usual text. The 


rusty 
the “tee see” typing includes involved 
following example would lose its validity if exponents 
(numbers or letters to the right and above a symbol} 
and subscripts (numbers or letters to the right and below 
a symbol) were not precisely positioned, 
e, = (N,/10) X d¢/at 

But even such talents will be inadequate if the secre- 

tary does not have a technical aptitude to balance het 


bachelor of 


secretarial and personal qualifications. A 
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BY JOHN FALLON 


necessary. but a 


degree is not 


science with 


familiarity 
and an interest in things technical is. 

Test your own aptitude by answering the following 
questions. Do you read technical articles occasionally ? 
Have vou ever taken the trouble to find out how a bat- 
tery operates. what a carburetor does, what goes on in- 
side a vacuum tube? Can you identify Pasteur. Galileo. 
Wernher von Braun? No? Then either you're not inter- 
ested or you have simply never been exposed to the 
reading some 


down-to-earth books on the field. If they kindle a spark 


of interest. there are many courses that will give you a 


wonde rs of science. De ide whit h one by 


technical foundation. 

And today’s student has a definite advantage over her 
predecessors in this field. Realizing the importance of 
offer 


employ ees, 


tuition-free 
These 


range from occasional in-the-plant lectures by staff per- 


firms now 


their 


technical knowledge. many 
educational opportunities to 


neighboring universities. Formal 


offered in 


( Technical-Engineering-Scienti fic 


sonnel to courses at 


training is now several business colleges. 


TESTS Training for 
Secretaries). Ine.. has established this crash program to 
help the United States in its space race with the Soviet 
Union. The curriculum includes courses in mathematics. 
engineering science terminology and shorthand. drafting. 
plus statistical typing and is supplemented by laboratory 


work field 


positions as aides to engineers and scientists overburdened 


and trips. Graduates are now assuming 


with paper work and administrative details. 


all worth it? Yes. The “tee sec” works with 


the knowledge that what she is doing is important. When 


But is it 


headlines proclaim new technological advances, she is 
justified in thinking. “Without me, they might still be 
trying.” 

There are many avenues of advancement open to her. 
By becoming familiar with the regulations governing 
the handling of classified documents, she can qualify as 
an assistant to the security officer. If she has editorial 
ability as well as technical knowledge, there is technical 
writing to consider. Or perhaps library work is her 
forte. The technical secretary will find an eager recep 
tion awaiting any suggestions for improving the flow 
of technical information. 

Whatever her assignment, it will never be lacking in 
always re- 


variety. There are 


(Continued on page 60) 
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Lee u illiams 


used her Pittsburgh Business Training 
College background as an entrée to the 
Mellon Institute. She is secretary to Dr. 
Robert H. Schuler, head of the Institute's 
Radiation Research Laboratory. but also 


dees work for ten other men. 


Although Lee's experimentation is 
limited to coffee making—which she 


does each morning for the lab’s 12 em- 


ployees she frequently escorts visiting 


labs. And Lee 


technical 


scientists through the 


assures us that the secretary 


“not only knows how to spell mass spec- 


trometer but also knows what it looks 
like and how it works.” 

\ typical 8:30 to 5 day—but none 
are’: filing prints and cataloguing new 


material in the library: accounting: an- 
swering mail which is usually handed to 
her with the comment. “You know how 
to take care of this.” The afternoon is 
devoted to major projects—typing papers 


for and duplicating articles from. sci- 


entific journals. working on lab reports. 
and so on. It is here that her knowledge 
of chemical terminology comes in handy. 

Of course there are exceptions to the 
routine. Like the dav Lee was called on 
to entertain a Japanese scientist in her 


hoss’ absence... “Ll speak no Japanese 
and he spoke very little English. so it was 
a day of nods and smiles”... or the 
time a visiting dignitary mistook her for 
technological 


1 scientist and started a 


conversation. As Lee puts it: “I just 
didn't radiate.” 
ability to 


Lee lists the accept re- 


sponsibility and versatility as “must” 


qualities for the “tee sec.” “The more 


take 


the more time they 


vork [| ean from our. scientists” 


have for 
Knowing that she has had 


shoulders, 


creativity. 





“a small finger in a very large pie” is 
just compensation, 

Lee maintains her own apartment in 
Pittsburgh but often has friends in to 
play bridge and listen to records. Bowl- 
ing provides more active relaxation, 

Does she like working with scientists? 
she’s 


She must marrying one in the 


spring. 


Laura Mahaffey 


has been with Spa c Tee hnology | abora- 
tories in Los Angeles since its inception 
in 1954. 


Dr. Milton Clauser. director of the Physi- 


That vear. Laura. secretary to 
cal Research Laboratory. had to work out 


of temporary offices in an Inglewood 


church. “Security prevented applicants 


from coming inside, so we interviewed 
virls in the rectory kitchen.” she reealls. 

STL now has modern accommodations 
hefitting its research and development 
work for the Air Force missile program, 
still unusual. Cook- 


; 
ing over a Bunsen burner. for example. 


but Laura’s jobs are 


To help a group ol visitors absorb the 
atmosphere, one luncheon was served in 
the labs. “I cooked over Bunsen burners, 
oven. and served the 


in the heat-treat 


meal by throwing cloths over a couple 
of saw horses.” 

Even Laura’s routine chores are not 
so routine, as security precautions must 
locked. and 
guards patrol to make sure no classified 


desk. If a 


take is made while typing classified ma- 


always be taken. Files are 


material is left on a mis- 


thrown in the 
locked 


and its contents eventually ground to a 


terial. the sheet must be 


classified wastebasket. This is 


pulp. Many of the rooms are soundproof 


and resemble large safes. 


Once the peo- 
ple are inside, the doors are bolted from 


locks. “If 


these pre- 


the outside by combination 


we neglect to take any of 
scribed precautions. we can receive se- 
Laura. \ 
number of these and the FBI will take 


worker's 


curity violations.” adds 


away a clearance—which is 
needed for employment. 

How did Laura become interested in 
work? “I 
even took flying lessons. so after gradu- 
State College | 


looked for associated work. 


such love 


aeronautics and 


ating from San Jose 
But | never 


Actually. 


Laura has never been to Cape Canaveral. 


thought I'd be in outer space.” 


but she has watched the Atlas progress 
from drawing board to contractor to fir- 
ing. “We all feel the disappointment if 
something goes wrong.” 

When not traveling or plaving tennis. 
Laura writes publicity releases and ad- 
dresses groups for the local chapter of 
the National 
“And if | 


sleep.” We can see why. 


Secretaries Association. 


have anv time left over. | 


Anita Mondale 


cites patience and a sense of humor as 
the technical secretary's greatest assets. 
“Engineers and scientists have a_tend- 
ency to get lost in the clouds theyre ex- 
ploring. and the secretary must be able 
to bear with and laugh at the conse- 
quences.” 

The engineers she works with are part 
ol Page (Communications Engineers. lin ee 
Washington. D.C. Anita is secretary to 
Mr. Robert F. Sladek. 


of Engineering for 


assistant director 
(Administration. His 
name is one she can't forget. One ol 
her most embarrassing experiences was 
Mr. Sladek by the 


wrong name her first day on the job. 


Anita chose the technical field as “| 


when she addressed 





From left to right: Lee Williams, Laura Mahaffey, Anita Mondale, Joann Judd, Janet Gallippi, Gil Dannels. 
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felt | would have more of an opportunity 
She was right. 

at 8:30 after a 
Arlington, 


to use my initiative.” 
Her work day starts 
trom 


short trip \ irginia, 


where she and a roommate share a 


hachelorette apartment. li can involve 
invthing from engineering dictation to 
taking down a long-distance telephone 
conversation—" the first time I did it I 
was seared to death”’—to escorting visi- 
tors around the office. 

The most challenging part of the job: 
“trying to answer the less technical ques- 
tions that are sent into the company.” 
I: is here that she tests her knowledge 


of the mysteries of space. 


The day doesn't end until 5:30—or 
later. Anita Continued on page 60 


Joann Judd 


has a perfect view of the missiles that 
thunder off their pads at the Air Force 
Missile Test Canaveral. 
Florida. Her David 


Newton, superintendent of Range Opera 


Center, Cape 
immediate boss is 
tions for Pan American’s Guided Missiles 
Range Division. 

Joann is on hand during all critical 
countdown hours. “As gal Friday to the 


range operators, | do everything from 
bringing them food to telephoning their 


they ll be late.” More im- 


portant is her job of processing, typing. 


wives to say 
and distributing the complete report of 
This is 


classified material, and Joann has secret 


all checkouts in the countdown. 


(About 95 per cent of her 
the daily 


schedules 


clearance. 


work is classified, including 


relating to missile 


messages 
that she decodes.) 
on launch-firing 


Being “in the know” 


a rare privilege for Joann—ol 


18.000 missile workers at the Cape, only 


1960 


know the actual blast-off 
She has seen more than 200 of 


these launchings. 


a select few 
hours, 
Indeed, Joann is now 
so well versed on missiles that she can 
call each by name—and probably knows 
how much fuel each uses and how much 
thrust is needed to get it off the ground. 


Most missiles are launched without in- 


cident—“an exciting sight in itself” 
but there are mishaps. Joann especially 


Atlas 


“It went up and came 


remembers the explosion of one 
ballistic missile. 
right back down as if it were going to 


When it finally plum- 


ocean, the 


land on top of us. 


meted into the underwater 
sounds were frightening.” 
How did this native New Yorker wind 


up in 


Florida? “The lure of sand and 


sun, says Joann, who now shares a 
house in Cocoa with three roommates. A 
90 per cent discount on all Pan American 
flights, an overwhelming percentage of 
men to women, and a “unique job that 


is always fascinating and sometimes 
frantic keep her there. She couldn't be 


happier. 


Janet Gallippi 


points out that the technical secretary 
“can perform her duties with indiffet 
ence or she can take an interest in the 
work to which she is exposed and benefit 
greatly.” Janet takes the latter approach 
at the Atomic Power 
Westinghouse Electric Corporation in 
Pittsburgh. Her boss, Dr. 


Danko, deals with the metallurgy of ma- 


Department of 
Joseph Rin 


terials used in nuclear reactors. 
interested in 
W ant- 


ing to get as close to this field as pos 


Janet has alwavs been 


science, in the “why” of things. 


sible. but realizing that she had to re- 


main within her « ipabilities. she found 


\ 


a 
\ 
~ 


\ 


seeececantt 





the TESTS program at Pittsburgh’s Busi- 
ness Training College made to order. At 
Westinghouse, Janet finds herself work- 
ing with men who are making scientific 
history each day. She likes it. 

Her duties: “I spend much time dur- 
ing the 8 to 4:45 hours typing reports to 
the Atomic 


to justify our use 


Energy Commision—trying 
of their money.” She 
also keeps busy logging, posting, and 
keeping record of the many jobs per- 
formed by the personnel, making travel 
reservations, taking dictation, and emp 


tying ash trays— (Continued on page 60) 


Gil Dannels 


proves that the technical field is just the 
place for the ambitious male secretary. 
A graduate of Pittsburgh’s 


Training College, Gil combines his secre- 


Business 


tarial, art, and engineering aptitudes in 


his work at the Institute of 


American 
Research in that city. This Corporation 
does research in the behavioral sciences 
for government and industry, and Gil’s 
first assignment was to a group of psychol- 
ogists studying human factors for the 
Jupiter missile. 

In two years with the Institute, Gil’s 
“After a brief 


with the secretarial 


rise has been meteoric. 


tour of duty force. 


| became a staff artist. Now I'm adminis- 


trative assistant and director of the 


Operations Office.” 
What does this entail? Design of pub- 
licity brochures and posters, supervision 


of covers, illustrations, and 


format for 
final reports on projects, and the co-ordi- 


nation of 


typing and duplicating for 


these reports. His secretarial training 


has been especially helpful in the latter 
task “for | can make valid estimates of 


time and also (Continued on page 60 
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SALES FIGURES 
July, 1959, to January, 1960 
| Months Sales Figures 
| RUG ESTIMATES 


S1ze Cost 








ACCUMULATED VALUE OF MONTHLY DEPOSITS OF $1 














Year 2 Per Cent 2!/, Per Cent 3 Per Cent 3'/, Per Cent 4 Per Cent 4'/,Per Cent 
Commodities 1958 1959 
Automobiles $160,410 $173,600 
Books and Stationery 13,760 15,000 

Delicatessen 50,238 46,900 
Drugs 124,250 130,000 
' 

WOTUNGE siscccnscaseibsiedidcconets Sennen Montpelier 

Virginia Secccccccescecceccccscoessccscccoss Va crccccccccocccccces Richmond 

WORE VEE RIWER, dicascecsecescccesesones Pa eres Charleston 

\ BSCOTISIT = ccccosccocccsecscccosesceoceses Wis covcccceccceccess Madison 








EMPLOYEE TERMINATIONS AND REASONS 
For the Month of November 


Poor health. verified by doctor's lett r 2 of 





| Returning to school } 26 


8 Oh, Miss Johnston, would you mind staying until 
you have the sales figures for the last six months typed? 
| need to study them tonight in preparation for the meet- 
ing tomorrow morning.” 

Of course, Miss Johnston doesn’t mind—because she 


knows how to type them in a neat, orderly way in no 


time flat. How? Well . .. 


|. You insert an 8% by 11 sheet of paper into the 
typewriter and space down thirteen lines. 
2. You move the carriage to the center of the paper 


(usually at typewriter space 50) and backspace once for 
two letters of the title and subtitle: SALES FIG- 
URES July, 1959, to January, 1960. ; 

}. Press down the shift lock and type the title. 


every 


0 


O 


























}. Space down twice and type the subtitle in upper 
and lower case letters. 

as Space down three times and clear all tabs. 

6. Look at the table. It consists of only two columns, 
Vonths and Sales Figures. You have been typing a busi- 
ness letter, so the typewriter margins are set for a 60- 
space line. This will be a little wide for the table. so 
move the margins in ten spaces on each side. making a 
10-space line. At the left margin type the word “Months.” 
Now. move the carriage to the right margin and back- 
space once for every letter in the column heading, “Sales 
Figures.” Set a tab stop. You are now ready to type the 
table. Easy, isn’t it, but 

7. Because you only have six lines to the body of the 
table. it is going to look lost on a full sheet of paper 
unless 

8. You set your machine for double spacing. 

9. To make the table look centered. you will space or 
count up from the bottom of the page twelve spaces (two 


inches) and type the current date at the right margin. 


And then there was the day when Mr. Brown said, 
“Miss Taylor. yesterday I forgot to give you an estimate 
I need to take 
while I dictate 

Miss Taylor 
machine and, that’s right, spaced down thirteen lines. 
“Do title to be Mr. 
Brown?” 

“Yes.” So while her boss was madly scribbling some 
notes, Miss ‘taylor typed in all capitals “RUG ESTI- 
WATES” backspacing once for every two spaces from 


on a rug job. Would you prepare it now 
it to you?” 

quickly inserted a sheet of paper into the 
“Rug Estimates.’ 


you want the 


the center of the paper. 
“I want to list the kind of rugs, size, and cost of ten 
Mr. 


stunned but not the pro. Using a 60-space line, Miss 


rugs.” Brown continued. A beginner might be 


Taylor typed the column heading, “Rug.” at the margin. 
She knew the cost of any rug would never take more 
than seven spaces, so she moved the carriage over to the 
right margin and backspaced seven times and set a tab. 
What did she type ?—“Cost,” of course. 

Now what should she do about the middle column? 
She again did some fast thinking. Sizes of rugs are 
usually listed as 10 x 12 or seven spaces. She quickly 
moved the carriage to 50 and backspaced three times. 
set a tab, and typed “Size.” 

Now she was ready to type the body of the table while 
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Mr. Brown quickly dictated the material to her. 

While Mr. Brown put on his hat and coat (mentally 
thanking his lucky stars for Miss Taylor), she was proof- 
reading and typing two more things. The table was short. 
so to have it centered on the page. she typed Mr. Brown’s 
name (preceded by the word “by”) two inches from the 
bottom, beginning from the left margin. (Some girls like 
to dress up the report just a little, so she also backspaced 
from the right margin two inches from the bottom of the 
page and typed the current date. ) 


“Oh. did I have a problem yesterday,” said Ethel. 
“Mr. Benson asked me to type a table with six columns. 
| learned in school to center the carriage and backspace 
once for every two letters in the longest line in each of 
the six columns. We were taught to arbitrarily leave six 
spaces between columns, backspacing three times for 
each space between columns. Then I set the margin. 
Finally, with the space bar, I spaced in for the longest 
line of the first column plus six spaces and set the first 
tab, then spaced in for every space of the longest line 
in the second column plus six spaces and set a tab. I did 
this until I got to the last column of this problem. 

“But I have to type so many tables each day. Isn't 
there an easier. faster way?” 

Of course, there is—we call it judgment placement. 
Few typists like to type tables a second time, so they 
don’t want to just arbitrarily set tab stops. But here is a 
method that all typists can use with a feeling of security. 

Always work within a certain margin. If you have 
tables with two or three columns, use a 40- or a 60-space 
line. But use a 70-space line for long columns or tables 
with four or more columns. Move the carriage to the left 
margin. Tap the space bar once for every letter in the 
longest line plus three or six times for the space between 
columns. (Six spaces is good for short problems, but 
three spaces is better for tables with many columns. ) 
Set the tab for the second column. and continue to do 
this until you have set all the necessary tabs. 

If you find by some happenstance that you overjudged 
the width of the table, using the space bar find out how 
many extra spaces are left. Divide the number of left- 
over spaces by the number of columns. As you type the 
first line of the table, reset the tabs one or two spaces. 
'xample: Suppose a table only uses 65 spaces of the 70- 
space line; there are 5 spaces left. Since there are 6 
columns, plan to leave one extra space between each 
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column. As you type the first line of the table, reset each 
tab one space to the right. 

An easier way is to divide the number of leftover 
spaces by two. Release the paper-release lever, and move 
the paper half the number of spaces to the left. The copy 
will now be centered horizontally on the page. Example: 
Suppose the table only uses 50 spaces of the 60-space 
line. To center the problem. move the paper to the left 
5 spaces (half of the extra space). 

At one time it was unheard of to type a column head- 
ing any other way than by centering it above the 
column. This is done by figuring how many spaces in 
the width of the column the heading is not using, divid- 
ing by two, and spacing in from the tab stop this num- 
ber of spaces. Example: Name is to be typed above John 
Beinhauser. Subtract 4 from 15, divide 11 by 2, and 
space in five spaces from the tab stop to type Name. 

Today, it is a perfectly acceptable practice to elimi- 
nate this drudgery and simply type the heading at the 


beginning of each column. 


“IT have been typing tabulated material for years,” 
says Helen White. “Rarely. if ever, do I set the tab by 
any mental or backspace method. I simply size up the 
problem and set the tab stops. 

“Yes, once in a while I misjudge a tabulation place- 
ment—but just by three or four spaces. The average 
reader’s eye never catches this because I use closed lead- 
ers between columns. What do I mean by ‘closed leaders?’ 
After I type a line in a column, I type periods over to 
the next column. By typing closed leaders (periods every 
space, not every other space), I never need to worry 


about having them line up under each other.” 


“The tables I type have one thing in common—there 
is always one long description followed by two short 
columns of prices, sales figures, or percentages. So.” says 
Mary Lee, “I have learned to use a 60-space line but to 
set the first tab stop ten spaces from the right margin 
(in the example, ‘5’) and the second tab stop by back- 
spacing from the right margin once for every figure in 
the longest line in the last column (in the example, 


6orn? 
o/e j 


By doing it this way, typing a table is as easy 
as typing a letter.” 

And there you have it—five ways five different secre 
taries type tables to save time and effort. Which method 


are you going to try? 
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(U] GUIDE STOP FILING PROBLEMS 
BEFORE THEY BEGIN 

Smead’s Pressboard Out Guides give a dependable 
“Charge-Out” record. A 5” x 3” signature card inserted in 
the transparent celluloid pocket — strongly eyeleted to guide 
— readily tells the file clerk who has “Out of File” papers. 
Thumb cut in pocket permits easy withdrawal and insertion 
of card. The Pressboard Guide can be used over and over 
again. Available in letter and legal size. 
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your ey filing supply dealer - 


® 3 
® «6 e ® 
®eeees e @& ® 





SMEAD MANUFACTURING COMPANY HASTINGS, MINNESOTA *« CHICAGO ¢ LOGAN, OHIO « LOS ANGELES 
32 TODAY’S SECRETARY 


























Warm weather beauty — 

a three-piece suit in 

“Dacron” polyester fiber and 
cotton. Chanel jacket, sleeveless 
blouse, straight skirt. Plaid 
combinations of brown, 

maroon, or green. Sizes 10-18. 
About $30. By Sacony. 
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_ forecast: Sunny and Warm — 







More and more color under the 
sun — here in great swirls of blue, 
mauve, green, or brown on a show- 
off blouse. The fabric: a soft crepe 
of “Dacron” polyester fiber that 
requires little ironing. Note the 
double-tiered neckline, perfect 
under a collarless jacket. By 
Rhoda Lee in sizes 32-38. About $4. 























asove: Fashion's favorite, 
leather, appears in a pointed- 
toe, D’Orsay-cut pump. White 
kid with colored strips of 
leather woven into the shoe. 
By DeLiso Debs. 

Betow: Leather in a casual 
vein, golden smooth with de- 
tails in brown suede. Note 
the stacked leather heel, low 
enough for comfort while 
walking. By Town & Country. 









. And make it pretty. That new 
hairstyle you've been longing for... 
the towering beehive, the smooth 
page boy, the close-cropped curls, 
that mere hint of a wave, the swingy 
bouffante. The variety is endless. 
Your only problem is to choose the 
right one. 

Picking a new hairstyle can be fun. 
Keeping it in shape can be a real 
chore if you don’t start with two basic 
ingredients—a good cut and a good 
permanent. 

Unless you or one of your friends 
is unusually adept at wielding the scis- 
sors, cutting is best left to experts. 
But a permanent can now be adminis- 
tered at home—with happy results. 

From the Toni Company, tops in 
hair research, we have garnered an- 
swers to some of the many questions 
that you, gentle readers, have asked 


about home permanents. For instance 


| don’t know which home wave kit to 
choose because | don’t know whether 
my hair is easy to wave, hard to 
wave, or normal. How can | tell? 
Past experience with permanent 
waves is the best guide to choosing 
the right kit. If your hair waves 
easily or if it has been treated with 
any product that affects its color, if 
it is dry, brittle, or damaged, if it 
has some natural wave—use Gentle 
waving lotion. On the other hand, if 
you have had difficulty with waves 
not lasting or “‘taking’’ in the past, 
if your hair is resistant to curl, if you 
have not used a color product— 
choose the Super waving lotion. If 
you find that your hair waves nor- 
mally, the Regular waving lotion is 
for you. 
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| like to wear my hair in a smooth, 
sleek hairstyle with just the ends 
turned up. Directions for home per- 
manents always say to wind the curl 
under. Why? 

When you wind the curlers under, 
waves line up in better formation and 
the over-all permanent is generally 
more professional looking. It’s easier 
to wind under, too. 


| need a firm curl for my new, longer 
hairdo, but my hair doesn’t take a 
curl easily. What do you suggest? 
The proper waving lotion for your 
hair is important. Rod-type perma- 
nents are best for hard-to-wave hair, 
and you should use a kit with waving 
lotion, made especially for hair that 
resists curl. Try winding less hair on 
each curler, but don’t wind the curls 
more tightly. If the permanent has a 
separate neutralizer, be sure to neu- 
tralize thoroughly. 


How long should | wait between 
permanents? | had the last one two 
months ago. 

The length of time between perma- 
nents is an individual thing. Gen- 
erally, a pin-curl permanent should 
be renewed every three to four 
months. But the time between perma- 
nents is really governed by the rate 
of hair growth (which is generally a 
half inch a month) and the amount of 
thinning and trimming. Hair that is 
in good condition and trimmed of 
“old permanents’’ can have a new 
wave as often as it’s needed. 


My hair is very fine. Should | use 
the Gentle lotion home permanent? 
Fine hair may be either very easy to 
wave or extremely hard to wave. Best 


SOs 


way to judge is from previous experi- 
ence with permanent waves or how 
the hair responds to setting. If the 
hair has a natural wave, if it holds a 
set for several days, it may be con- 
sidered easy to wave, regardless of 
the texture. If the hair is normal, 
holds a set for about three days, it is 
probably normal to wave. However, 
if the hair is limp, cannot hold a set 
for more than a day, it would be 
considered hard to wave. 


| used to be a bleached blonde, now 
I’m a dyed redhead. | need a per- 
manent and want to know if a pin- 
curl permanent will give me a good 
wave. 

Never use a pin-curl permanent on 
color-treated hair. Use a rod-type kit 
with the Gentle lotion for bleached, 
dyed, or damaged hair. Be sure you 
take two preview curls before start- 
ing your wave. And follow directions 
closely. 


| like the large mesh wire rollers for 
setting my hair. Can | use them for 
permanent waving? 

No. Through a long series of labora- 
tory tests and from the experience of 
millions of users, the plastic curlers 
that are made especially for perma- 
nent waving will give results far 
superior to any other kind. When 
using the wire mesh rollers, the curls 
have a much larger diameter and 
lack firmness, and this results in a 
wave that will not last. 


When is the best time to have my 
hair trimmed and shaped—before or 
after a permanent? 

Shaping and trimming should be 
done before a permanent. Then the 
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wave accommodates itself better’ to ® 
the finished hairstyle. If you can han- 
dle your hair and the scissors, do it 
yourself. Or, perhaps a friend will 
lend a helping hand. Otherwise, bet- 
ter find professional help. 


! am not handy with my hair but 
would like to give myself a perma- 
nent. My hair is medium length and 
normal. Which is easier—a pin-curl 
permanent or one with the curlers? 
You do not have to have any special 
talent for handling your hair because 
today’s home permanents are faster, 
easier, and better than ever. A pin- 
curl permanent is the easiest to give if 
you can make good pin curls, uniform 
in size. If not, choose the rod-type 
wave. With either kit, be sure to 
read the direction sheet carefully. 
It's a good idea to have a practice 
session before you start your perma- 
nent. Dampen your hair with water 
and make a few dime-size pin curls 
or wind a few tresses on the curlers. 


| know there is a home permanent for 
gray or white hair, but | get beautiful 
results with a regular home wave kit. 
Should | change? 

Gray or white hair is a color, just like 
brown, blonde, or black—it’s not a 
condition of the hair. Silver Curl’s 
custom-made waving lotion and spe- 
cial Hair Beauty Treatment helps 
prevent the dullness that often ac- 
companies gray hair. It also im- 
proves its resiliency and manage- 
ability. However, if you are pleased 
with the wave you are now using, 
why change? 


Can a hair spray take the place of a 
permanent wave? 
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dthough: both permanents and 
help your hairstyle, the func- 


t e‘curl that a perma- 
Once the hair has 
y ently waved, however, 
) Phbelp keep these waves 


’ to curl, but it won’t 
Mien with a permanent 
fet in damp, rainy 
do. you ‘suggest? 
Chahta ayour hair is fine and 
naturally” kecight, the. kind of hair 
that frizzes Villgen curled tightly and 
straightens out™gsh, but you can give 
your hair a soffthidic ye home perma- 
nent with a pin-@ Hi Kit ‘or a, rod-type 
wave with Gentlaggtion, for easy-to- 
curl hair... When se¥™ your hair, use 
; pake very large 
shold your 


set on a raihy day” Sy 
~~ ; : 
Lately my permanents dB seem to 
last long. In fact, my lafeéfipermo- 
nent was gone in six we@ % What 
can be the matter? Se | 
Are you using a pin curl per 
They are made to give a 
casual curl and last only a co 
of months. A _ rod-type perman 
should last longer. If you already use 
this type, there are three possibilities 
to consider: perhaps you are not 
choosing the right waving lotion 
strength; you may not be following 
instructions carefully; or perhaps you 
have short hair and trim it often. Try 
using a stronger waving lotion than 
the one you now use and be very 
certain to follow directions exactly. 


(Continued on page 54) 
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MORE EXCLUSIVES THAN ANY OTHER ELECTRIC 


Only the Smith-Corona Electric gives you so many 
unique, useful exclusive convenience features: 
One-hand, one-step automatic margins. Cushioned 
touch. On-off signal light. Page Gage. Half-spacing. 
The Smith-Corona Electric, precision-built to the 
highest standards of reliability, is first in value, too. 
Compare feature for feature — dollar for dollar — 
with any other office electric typewriter made today. 
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THE ONLY MANUAL WITH ACCELERATOR ACTION 


The Smith-Corona Secretarial has livelier touch and 
action for more typing speed, greater typing ease. 
And it’s the sturdiest, most reliable manual made. 

Whatever your needs, the Smith-Corona typing 
counsellor will match the machine to the job. For a 
free demonstration and the “Secretary’s Handbook,” 
call your Smith-Corona office or write to Smith- 
Corona, 701 E. Washington Street, Syracuse 1, N. Y. 


SMITH -CORGNA 
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OIVISION OF SMITH-CORONA MARCHANT INC. 





Mes: SECRETARIES constantly strive to improve their 


professional skills. To do this, they must first dis- 
cover the average requirements, the standard specifica- 
tions for a good secretary. To help you see just how you 
stack up in the secretarial field, we selected the typical 
American city of Columbus, Ohio, and interviewed ten 
leading employers to learn their preferences and require- 


ments. The results of this survey are as follows: 


* The Nationwide Insurance Company employs approxi- 
mately 649 secretaries of various levels. Mary Edwards, 
employment counselor, lists the following requirements 
for company secretaries: 
1. Presentable appearance—good taste in dress. 
2. Sociable personality—the girl who can rep- 
resent the boss in a favorable manner and 
meet all levels. from the mail boy on up, 
and make them feel important. 
3. Good level of intelligence. 

Basic shorthand requirements at Nationwide start at 
70 words per minute with no more than two errors al- 
lowed. Basic typing starts at 55-60 words per minute 
with no more than 3 or 4 errors. Taboo at Nationwide 


is an unpleasant, touchy personality. 


* Ohio State University employs some 300 secretaries. 
Mr. L. C. Stephens. personnel director, gives the follow- 
ing qualifications expected of the secretaries they employ: 
1. Academic background (not necessarily a 
college degree, but some business school 
training). 
2. Good knowledge of business English and 
grammar, 
oD. Ability to compose their own letters. 


1. Above-average intelligence. 


vi 


Ability to deal well with general public. 
(Mr. Stephens feels that a secretary is a 
public relations oflicer. ) 

6. Courtesy on the telephone. 
The shorthand requirement at Ohio State is a speed 


of 100 to 120 words per minute in dictation and the 
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SECRETARIES 
WHO... 


by Betty Kennedy Thomae 


ability to transcribe at least 50-55 words per minute. 

Taboos: Mr. Stephens does not like a secretary who 
“runs things entirely.” He wants a girl to have initiative 
but not to take over completely. Also taboo is the slap- 
dash speller who won’t use the dictionary, the careless 
talker who gives out confidential information, the unco- 
operative girl who won't help other departments in her 
spare time. 

Mr. Stephens believes that some girls don’t function 
as well in one atmosphere as in another. A girl may be 
accustomed to taking orders from one boss. When she 
is placed where she must receive instructions from four 
or five men at the same time, she may become confused. 
Therefore a secretary should be placed in the proper 
atmosphere. 


* Battelle Memorial Institute employs 100 secretaries. 
Mr. Frank F. Leppert of the Personnel Office lists the 
following qualifications required of prospective secre- 
taries: 


1. Neat appearance. 


nN 


Experience. 


3. Initiative. 
1. Good business sense. 
5. Reasonable judgment. 
6. High mental capacity. 

Shorthand requirements at Battelle are 85-90 words 
per minute; typing requirements are 50 words per min- 
ute, with an emphasis on accuracy. However, Mr. Lep- 
pert stresses the secretary as a person rather than just 
an expert in shorthand and typing. At Battelle, applicants 
are required to take a basic |. Q. test. Those hired must 
be above average in intelligence—average being an 
intelligence quotient of 100. 

Taboos at Battelle are: 

1. Overtalkativeness. 
J Overaggressiveness. 
3. Excessive shyness. 
According to Mr. Leppert, aggressiveness must be 


tempered with good judgment. (Continued on page 55) 
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At the Sound of the Bell... 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Six of the Gregg Short- 


hand Manual Simplified. This material is counted in groups of twenty “standard” words each, so that you ca 
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n estimate your reading speed. 
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| you want to climb high.” General 

Anderson is reputed to have told his 
aviation cadets, “get the best equipment 
available, learn how to use it, and keep 
trying. In this way, you may reach the 
top.” 

What General Anderson recommended 
for his fliers also holds true for students 
who are trying to advance from 60- or 80- 
word shorthand-speed plateaus to 100-, 
120-, or 140-word speed peaks. In short: 
find out tools are avail- 


what practice 


able, practice with them—and then prac- 
fice some more. 
effort? 


Yes. For attaining secretarial proficiency 


But is the climb worth the 
will open the door to interesting work, 


people, and places. There are never 
enough qualified secretaries to handle 
the jobs in the higher echelons of busi- 
ness, industry, and the professions—there 
is always room for you. 

The case of one young man, now a re- 
porter in England, verifies this. “I just 
received the Diamond Medal on the ofh- 
cial 200 word-a-minute test,” he wrote 
speed that I doubted 
could achieve when I first began to study 


horthand. This skill has enabled me to 


us, “a anyone 


‘ 
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share many interesting experiences and 
to meet various celebrities. During a con- 
ference of world leaders in London. for 
instance, | was called upon to report in- 


well-known 


visited my firm. Some of these people I 


terviews with officials who 


count among my friends today.” 
How did this young man attain suc- 
% 


cess! 


By “getting the best equipment 
available, learning how to use it, and 
trying.” As he puts it: “My early experi- 
ences after leaving school were similar 
to those of most stenographers. | worked 
for a publisher, a bank, a railroad, and 
a firm of lawyers. During the latter job, 
| became interested in court reporting 


and began serious shorthand practice 


with an eye toward reaching 200 words 
a minute. Having attained 140 words a 
minute, | intensified my practice with the 
aid of a dictating machine, radio talks, 
neighborhood club lectures, and straight 
copy practice from magazines and news- 
papers. I was soon able to write at 160 to 
180 words a minute. Then | hired a dic- 
tator for an hour each day, bought all 
the books | could find on court reporting 
(including a dissertation on how to over- 


come nervousness, lost motion. and hesi- 





HEIGHTS 


by Florence Elaine Ulrich 


Director, Gregg Awards Department 


tation in writing), and trained myself to 
carry at least 30 words in my mind while 
writing.” 

Enough? Not for this ambitious young 
Although practice of the OGA 
Tests for 


man. 
improvement of notes was a 
regular part of his training program, he 
strove for even greater facility and legi- 
bility through perfection of style. Final- 
reached that where his 


ly, he point 


pattern of study and habit of industry 
made his goal of 200 words a minute a 
reality. “And my training paid off hand- 
always as- 


somely.” he added. “I am 


sured of a high salaried position.” 


What is 


reached the goal you set for yourself? 


your ambition? Have you 
Or would you, too, like to increase your 


knowledge and shorthand talents, and 
thus attain greater professional recogni- 
tion? If this is your aim, then work on 
perfecting your skill in shorthand, typ- 
ing, transcription, and in the use of the 
English language. Brush up on the prin 
ciples of filing, bookkeeping, and those 
subjects in any other area of secretarial 
training that you may have neglected. 


This 


awards that 


department supplies tests and 


will testify to proficiency 
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as in many of these « ategories, For exam- 
OGA, OAT, 


Typist Tests are published in this maga- 


ple. the and Competent 





zine. You will find them on this page, 


page 45, and page 46, respectively. [n- 
structions for taking each of the tests are 
included with the copy. 

Shorthand theory and speed tests and 
quizzes on filing. bookkeeping. and tran- 


scription are available to bona fide teach- 


Teacher, a complimentary Gregg maga- 
zine. Rules for testing applicants and 
submitting the results for awards are 


Awards Booklet. 


which is sent to teachers and office super- 


provided in the Gregg 


Visors on request. 

Whether you are a student or a secre- 
tary who craves the opportunity of im- 
proving your position and status in the 


business world, you will find these tests 





And by striving to earn each award in 
turn, you will set up a pattern of accom- 
plishment that can lead only to success. 


Why not this 


month's magazine. read the instructions, 


turn to the tests in 
and then send in your entry for a possi- 
ble prize? You may have to s-t-r-e-t-c-h 
a little, but half the satisfaction of such 
mastering——the 


that’s 


and 
Aim for the 


work is meeting 


challenge. top—and 





ers and ofhce supervisors in Business excellent indicators of vour proficiency. where vou'll find vourselt 
oa LT as ; ¢ é P Lé ¢ 
az A oe = 
JUNIOR| S&* ° tee oe we Bem 
e - —e— L . -_ i i 
‘ (7 C ‘J f . 4 : c ce, 
QO G A oa P 
(Order of Grege Artists) : > ) e > _ PF saa ‘_ A ’ ia 
Chis material is “loaded” with 


easy joinings and with fluent blends. 


Practice this test as many times 
is vou like. 


smooth. fluent copy that shows 


trving to geta 
light 


your best shorthand penmanship 


You may copy line for line or 
narrowet columns: 


bl ink or 


you may use 
erthe ruled paper. Shorthand 
notebook paper is fine 

Your writing may earn you a 
Junior OG A certify 


ite or pin. 














SENIOR 
OGA 


This material includes just about 
every possible shorthand joining—-it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


I mphasize “wood proportions, a unilorm 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 





EE eel ae GC 9 _ Bo ree 
wee » (117) 
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WHY SO FEW? 


There are far more female stenographers than there are 


male. One reason is that men are promoted so rapidly they J l N I O R 
do not remain stenographers for long. Fortunate indeed were O A T 
the stenographers who recognized that the experience gained 
in a secretarial capacity furnished an ideal training for the a ee ee 
position higher up. A young man in a secretarial capacity has eer ae eh 
his fingers on the pulse of business, and it furnishes a fruitful your best style. Type for 
, : (1) neatness, (2) good placement, 
source of knowledge and experience. 535 ‘eneimieeeces aan 
For at least two years, one nationally known businessman or typographical errors, and 


(4) correct spe lling and punctuation, 


sought the services of a young male secretary who had poten- 
tial ability to grow. He offered to pay $5,000 a year to start! steht sc eee 
Thousands of men have climbed the ladder of success with Si i 
the aid of shorthand. Opportunities are greatest in the 
“heavy” industries, communication, and transportation. To 
mention a few, witness Vincent Bendix, aviation tycoon; Ed- 
win J. Thomas of the Goodyear Company; Walker Hines of 
the Atchison, Topeka and Santa Fe Railroad, all of whom ine ihiaminsnags 


Mail your work to the Gregg Awards 
Department (léth Fleer, 330 West 
12 Strect, New York 36, New York). 


accompanied by the correct fee: 15 


single-spaced material. 





started with stenographers’ pads and typewriters. 








cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 


CT pin; 75 cents for each higher- 





speed CT award. ¢ Be sure your name 
and address appear on your paper. 


. © Any group of papers submitted 
Brown ¢ 
a Mie pA 


S) 
@ 
(© 
4 
<4 
4 
4 
4 
4 


tgatd- should be accompanied by a typed 
ees pabhnked . list of names, designating the award 
a Back = 1925, ue a 4 = a progr = or investi ing desired by each candidate. ¢ Test ap- 
$100,000. The program was fixed on a set of "Ten Rules for siectints ell Uhh Ges om 
Investors” which we had previously compiled. Today the seg=- held thirty days only. ¢ Each Compe- 
Curities, “both stocks and bonds are worth $381 521. The ~ tent Typist Test must be certified by 
average income each year for the thirty-four years was the timer. The certification should 
$8,000! read as tollows: “I hereby certify that 
' I timed this test for exactly ten min- 
That is the story/how securities...compiled in the Cool- utes and that 8 was written ta ec- 
dge Era...weathered the wild twenties, the woeful} thirties, cordance with the rules.” ¢ April copy 
yori wer II, and created a _comfort{ble fortune. is good as membership tests for OAT, 
CT (page 46). and OGA Awards until 

We reprinted those ten,rules in booklet ty 'an nd I should Mav 25. 1960. 

like to send it to you...but there is just one hitch: Ten 











Rules for Investors”is free with a subscription to A 
AND FINANCIAL WEEKLY. The bookMis small...takes only a Tew 
minutes % .eebut it packs a punch that sends estate 
values up while saf guard ing investment s. 


ner 
Our staff of financial wizardgcen therewtAeh , sift, and 
intpe@pret financial facts about bigness and market tréndsy 


‘ % T 
but present the results each week ina clear, concise way in ie) kK N I O R 
BUSINESS AND FINANCIAL WEEKLY. You can get first-eieee in- _ 
formation on how to increase your investment security. . f¢- Q A | 
Anda ML “7G 
To rect/@ve BUSINESS AND FINANCIAL WEEKLY and,"Ten’ Rules” 


fmeeez all you have to do is initial the enclosed Subseri pp>~ 
Xion order form. The subscription price is $12 a year payable 


Using a sheet of plain white paper 
in four instalMents of x6 ch. There is no need to send a 


or letterhead, type a corrected copy 
check until later and then if you are satisfied with our of the letter alongside. 
Weekly. 
Why not do it now! Note care fully the corrections 
m indicated, and check to be sure that 
Sincerely yours, you make them all. 


Practice the letter as many times as 


vou wish. but send us your best copy. 


Circulation Manager 





= 


l. 1960 
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coOoMPETEN T io oe oe ee me TES T 

To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get the 
gross speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five error: 

disqualifies a Competent Typist Test for an award. 
This copy should be double spaced.) Words Words 
After presenting my driving permit 7 Having no alternative but to follow 317 
to the receptionist at the driving 1 his instructions, I finally let out the 325 
school, I made an appointment for my 21 clutch as my right foot touched the ac- 333 
first lesson behind the wheel. 28 celerator. I learned then how the horse- 341 
I was fairly calm about the first les- 35 less carriage got its name. The little 349 
son because I did not think driving 42 car bucked up and down the road like a _ 357 
would be very difficult. The instructor 51 stagecoach running loose over a rock 364 
would simply spend the first hour ex- 58 quarry after the horses had broken 371 
plaining the fundamentals of driving 65 away. 373 
and then drive around to show the 72 I finally managed to get the feel of 380 
various steps involved in maneuvering 80 things and keep the car under control. 388 
an automobile. 83 I even loosened my iron grip on the 395 
A quiet man with gray hair smiled 90 steering wheel and relaxed a little. 403 
encouragingly as he opened the door of 7 Everything was going along fine 409 
the dual-control auto for me. Much to 105 until the instructor had to spoil things. 418 
my amazement, he indicated the space 113 We approached a crossroad, and he 425 
behind the wheel for me, while he non- 120 suddenly commanded me to turn right. 432 
chalantly slid into the seat across from 128 I was supposed to take my right foot 440 
it. I was not too alarmed, however, and 136 off the accelerator and throw in the 447 
turned on the ignition as he instructed. 145 clutch with my left and then shift into 455 
He was merely going to let me get the 152 second as we made the turn. This 462 
feel of things and have me practice 160 might not sound too hard, but it all had 470 
shifting into the three speeds while the 168 to be done at once. Panic set in, andthe 479 
automobile stood still. Orso I thought. 176 gears ground like a cement mixer as 486 
He had me practice five or ten min- 183 we went screeching around the corner 493 
utes using the clutch and shifting; 190 on two wheels. The instructor jammed _ 501 
then he gave me further instructions. 198 on his brake and scolded me. Well, he _ 509 
I was told to let the emergency brake 206 should have told me that you have to 516 
down and shift into first and then let 214 slow down when turning. How was I 523 
out the clutch as my right foot pressed 222 supposed to know these things? 529 
gently down on the accelerator pedal. 229 The next part of the lesson was park- 537 
Although not quite an expert, some- 236 ing, and the less said about that the less 545 
thing told me that my following these 244 cause for my embarrassment. The car 553 
instructions would make the car move. 252 stalled so many times, what with back- _ 560 
I was beginning to feel nervous, and 259 ing up, and turning and constantly 567 
the instructor was becoming impatient 267 shifting into first, and then backing up 575 
with my reluctance to follow direc- 273 again, that the battery almost went 582 
tions. He repeated them as the minutes 281 dead. 584 
slipped by and we did not move. The 289 At long last, the first hour was over. 592 
quiet man who had seemed so gentle at 296 Then the instructor turned to me and _ 600 
the driving school now looked to me __ 304 said, “You did well for a beginner.” 607 
310 


like a dictator barking orders. 


(If necessary, repeat from the beginning to complete a ten-minute t 


Written especially for Gregg Awards candidates by Elizabeth Lewis 
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TRANSCRIBING 


S PEE D 


PRACTICE 





iterial below is the same as the C.T. Test across the page, and it is provided so that you can test and compare you 


d from shorthand. Compute your rate on this word-counted mate 


, ur speeds of typing from print 
rial in the same way you do when typing the C.T. 
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Chemieal 


acceleration 
acetone 


acidity 
additive 


adsorbents 
adsorption 


aggregate 
aldehyde 


alkalinity 


aluminum 


amal gamation 


amine 


ammonia 


ammonium hydroxide 


ampere 


amplifier 


analy st 
analytical 


analyzer 
anhydrous 


aniline 
anolyte 


aqueous 
asbestos 


autoclaves 


azeotrope 


barometer 
boiling point 


Bourdon tube 
butane 


butene 
butylene 


capillarity 
carbon residue 


catalysis 
catalyst 


cathode 
caustic 


centimeter 


centrifugal 


ceramic 
chlorine 


chromometer 
combustion 


composite 
concentrator 


condensate 
conden sation 


condenser 
consistency 


Compiled for Today’s Secretary by Reba K. Neel 


contamination 
conveyer 


corrosive 
couplings 


crystallize 


cyclone separator 


definitive 
demu! sibility 


Co. 


r > 


> 


27) 


fv 


~~ 
density a 
deph! egmator ft a an 
diaphragm 7 — 
differential ( (2, 
) 

diffusion ; 4 p—79 
dilution J 

Cy 
dimensional analysis A 
disengaging , tc q 

{7 LP 

disintegrate 
, 
distillate F ue 
af” 
distillation ie 
doctor solution J _ 

_ .— x 
downcomer Fé — 
duct 
emul sify ’ 

a _ 
emu! sion if 

a 
enthalpy 


esterification 


ethane 
ethylene 


exhau sters 
extraction 


extrapolate 
extrusion 


fabrication 
filtrate 


fractionation 
freezing point 


gasket 
glass-lined 


graphite 
gunite 


halite 
heat balance 


high-frequency 
hopper feeder 


hori zontal 
humidifiers 


humidity 
hydrocarbon 


= 
? 

X42, 

nO 


- 


hydrogen chloride pe 


hygroscopic ° 


sr & 


C 


Lan! 


“N 


impeller 


impingement 


impurities 
inert 


infrared 
inhibitor 


inorganic acid 
input 


instrumentation 
insulation 


integral 
intercooler 


intermittent system 


interpolation 


ion 
isobutane 


isometric 
isotopes 


jet propul sion 
kinetic energy 


latent heat 


liquefaction of gos 


magnesium 
manhole 


manometer 
mer captan 


methane 
molecule 


naphtha 
naphthalene 


naphthene 
neutralize 


nitrogen 
nozzle 


octane 
optimum 


organic acids 
orifice 


oscillate 
oxidation 


oxidize 
oxygen 


pentane 


perchloroethylene 


permeability 
petroleum 


phenolphthalein 
pig iron 


pneumatic 
pollution 


X 


Cc 


5 
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L 
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fat... pet 
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Refinery Terms in GREGG SIMPLIFIED 


polyethylene 
pressure drop 


propane ya 

propene c GY 
+ 

pyrex he ) 


quantitative test 


radiation 
reactor iwo™ ; 


reagent 
recirculating 


refinery 


‘ 
2 
residual P se 


rotameter _« ~&-, 
t 
rotary dryers « 


saponification 
saponifier 


saturant 
saturated 


oa 
scrubbers 
separator 


silica é 
sluicing rd » 


slurry 
sodium re 


solenoid 4 
solvent 


specific gravity 


spectrum all 
a 

stabilizer 4 
stripper %OO 
sulfates > y, 
superheat a g 
switchgear L QV 
synthesis ees 

Sf 
tantalum ( a “7 
thermal conductivity (7 A 

= »~ 
thermocouple y* ( f- 
thermodynamic co & 
thermostat (7 x2 
titrate JO 
titration vo 
toxicity “tb. 

on 
transesterification ae 
turbine 
turnaround gee f 
unsaturated at 
variable > 
velocity ye 
viscosity P 
weir  e. 
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TRANSCRIPTION CORNER 


This month we won't tell you how many errors 
there are in each letter because then you'll have a 
goal towards which to work. Check the letters care- 
fully, and then turn to page 57 for our answers. 


Dear Mr. Harris: 


In a recent, 
parents 


national survey, we asked 
whether their children benefitted 
by having a set of the World Encylopedia. 
Nine out of 10 families said "Yes." They 
reported that there children earned better 
grades in school and made faster progress 
in their studies. Best of all, they de- 
veloped an interest in building up their 
general knowedge. 


You will be doing your child a big 
favor by getting him a set of the World 
Encyclopedia. The latest addition con- 
sists of fifteen volumes and is now avail- 
able at the low, low price of $225.98. 

Its an opportunity you can't afford to 


Mm1SSe 


If you find that you cannot pay for 
the volume all at once, we have several 
plens whereby you can stretch the payments 
over a period of one yesr, two year, or 
even three years. May we hear from you 
today: 


Cordially yours, 


ooo 


Dear Miss Smith: 
We want you to be among the first wh 
try the new Fontaine Finesse Stationary. 


Enclosed is a few samples. 


Our new stationary is 
fine letterwriting. 
things about it is 
Write a few lines 
and you'll see wh: 


the latest in 
One of the nicest 
the way it takes to 
on the enclosed sheets; 
1t we are braging about. 


ink 
nk. 


Another aided feature of 
Fontaine Finesse Stationary: in 
an attractive durible box, which makes it 
a gift you will be proud to give to any of 


the new 
It comes 


your friends. Of course, you'll also want 
a supply for yourself. 

The cost of a box of 36 singles sheets 
and 24 matching envelopes is $2.00. How- 


ever, for a short limited time, we are of - 
fering 3 boxes at the special price of $5. 
Need we say more to convince you to mail 
the enclosed order blank today? 


Sincerely yours, 


1960 


GLOSSARY AND VOCABULARY BOOSTER 


THE TRIAL OF ANDREW FOSTER--page 40 


i yr 
y2- 


reputation 


substantial! 


citizen 
—_<_— memorial 
fashionable 
— wealth 
Lt te devotional 
é—— sermon 
fe scribble 
A pause 


fragnents 
escorted 
notations 
smothered 
yawn 
pulpit 
curious 


white-robed angel? 





————- | congregation 
— pillar 
wr noteworthy 
F 3 
lightheaded 
- ; 
tea reprimand 
burden 
tills. remorse 
— chanting 
con choral 
/ nudging 
: ff reas issuring4 
000 
'SUBSTANTIAL (spelling): residential, 
providential, circumstantial, financial 
2\WHITE-ROBED ANGEL (one-thought modifier): 
gold-plated bracelet, hard-and-fest 
rule; tree=-ripened fruit 
3. IGHTHEADED (spelling): hardheaded, 
redheaded 
4REASSUI RING (spelling): spawns reaffirms 
reappoint, reassemble, readjus Rion 
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NO IFS... ANDS...or BUTS -— 


Verifax copies anything 


you write with! 


Makes no difference if you write with ball point or fountain pen, pencil or crayon— 
a Verifax Copier takes all kinds of writing, typing, and printing in stride. 
Gives you 5 dry, easy-to-read copies in 1 minute for 2/2¢ each... copies 
which are as accurate and long-lasting as the original. 


See how Kodak's $99.50 Verifax Bantam Copier outperforms other 
makes of copiers costing up to 4 times as much. Phone local 
Verifax Dealer (see ‘‘Yellow Pages’’ under duplicating or photo- 
copying machines), or write Eastman Kodak Company, Business 
oe ee Division, — 4, N.Y. 


es and subject to change witho.t notice 





Vexifax Co OF yt. g von” peasens NOTING 


0 





VERIFAX BANTAM COPIER 


shown above 
‘9 


50 Other models 
COSTS LESS... 

















The Business Game goes smoothly 
when moves are signalled by 










“ Nu N ise 

} yECt WG 

PR EAL 
“Vv ertical 


_ for aucun 





GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


— has me 


point 
of 
purchase 





CCU 


Why? Because Codo’s 
Electro-Write Carbon 
Paper (used with the exclu- 

sive Carbon Gripper) 
ASSURES topflight work! 
Coupled with a Codo Silk 
Ribbon—that’s the ulti- 
mate! Samples? Certainly! 
(Please use Company let- 
terhead.) Write Dept. TOS. 


(salle MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York ¢ Philadelphia ¢ Pittsburgh ¢ Dallas 
Chicago « Cleveland © Detroit « Los Angeles 


o2 


VY e 








TRIAL OF ANDREW FOSTER 


(Continued from page 41) 
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(Continued from page 23) 
would be coming in from the coast and leaving the next 
lav. Before his departure he might want necessary dic- 
tation sent out... . But this is very rare.” 

While the executives at Columbia may literally come 
ind go. so far none of their secretaries have waneled 
a business trip to the sunny land of California. But. 

We're working on it,” says Lita cheerfully. 

In the meantime, there is always that two week vaca- 
tion. Last year Lita spent hers in Puerto Rico and the 
Virgin Islands and loved every minute of it. “It was 
wonderful. In fact, looking at this New York weather, 
| almost wish I could be back there now.” 

Another type of traveling meets with no such ap- 
proval. Every morning, leaving the apartment in Brook- 
lyn where she lives with her mother and sister, Lita 
joins a hapless throng of commuters in the subway. Says 
Lita, “I hate it. In fact, hate is a mild word. Some 
mornings the most frustrating thing is simply that you 
can’t get out and push.” 

Once in Manhattan, however. there are an overwhelm- 
ing number of wonderful things to do—particularly on a 
date—and Lita enjoys doing them all . . . dancing. the 
theater, discovering quaint night spots, and, of course, 
the movies. 

Despite her free pass to the screening room, Lita is 
still a motion-picture fan on her own time—with one 
difference. “Now I’m fussy. I read reviews carefully, 
decide whether or not I'd really like to see a particular 
show a 

A progressive jazz fan, Lita has her own hi-fi set and 
her own definite favorites in the music field. “I like 
Latin American music. Sarah Vaughn, Ella Fitzgerald. 
Keely Smith, and Frank Sinatra.” 

Another interest is fashion. Lita, while admitting 
she was once a tomboy back in Sullivan county, New 
York, has always been intrigued by clothes. “I once 
thought I'd like to work in the fashion field until I dis- 
covered that I couldn't create or design. Still, I love 
fashion. though I won't wear clothes just because they re 
fashionable. I like tailored clothes. the classic line. And 
since an important aspect of this job is appearance, | 
think I put almost my whole salary into my wardrobe. 
.. . Then on weekends I’m lazy, like to drift around the 
house in blue jeans or slacks.” 

Lita graduated from Abraham Lincoln High School 
here in New York, with some knowledge of typing and 
shorthand. After graduation she attended New York 
University for a time before launching out into a hectic 
business career. This included stints as a model, a de- 
signer, secretary to a lawyer, and a job as insurance 
claims adjuster for automobile companies. It was on this 
job that Lita first discovered her interest in meeting 
and handling people. 

“Before I worked for the automobile claims adjuster. 
| was the worst secretary on two feet, just because | 
didn’t like my job. Unless you enjoy what you are 
doing, you can’t be successful at it. You also have to 
like and respect the man you work for. If you don't like 


him or your job, there’s only only thing to do—get out.” 


Ipril, 1960 














it's great to be 
in NEW YORK 


... especially when you live at 


the BARBIZON 


forwomen! 


I; you're coming to New York City to work 
or attend school—stay at a hotel that’s just right 
for you. You'll meet the nicest people, young career 
women, many of your own classmates, more than 
likely. And the Barbizon has everything—swimming 
pool, solarium, music studios, library, all hotel 
services. All rooms have radio, TV available. 


Relax and enjoy the Barbizon swimming pool 
. . » Or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! 











On the Smart East Side... New York's 


Most Exclusive Hotel for Young Women 
Daily from $4.75. Weekly rates on request 


Lexington Ave. at 63rd St., New York City 
Write for Booklet E-4 








Errors 
are 
annoying hi 







There’s nothing like a Graypoint 
to sooth a rising temper, to 
smooth away annoying errors! 
W ood-cased Graypoint Erasers are 
made like a pencil. Comfortable 
and convenient to hold, like a pen- 
cil. Sharpen in a pencil sharpener 
or with a knife, like a pencil to a 
point that picks out typing errors 
cleanest, fastest. Hexagonal, like a 
pencil, a Graypoint won't roll off 
your desk. 

Graypoint’s luxury gray rubber 
erases letters and words so easily 
you can’t believe it until you've 
tried it. And likely the man you 
type for will never notice the 
erasure. Try a Weldon Roberts 
Graypoint Eraser today for a real 
erasing thrill! Ask your office man- 
ager or see your stationer. 


Quality Made By 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 








GRAYPOINT ERASER NO. 365 
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Eventually Lita applied for a job at 
Columbia and was hired—or as she 
describes it—l bluffed my way into Co- 
lumbia. They asked if | could take short- 
hand, | said, “Yes.” Since Ud only had a 
course in high school, | spent a week 
studying and brushing up on it, listening 
to TV and taking everything down in note 
form. At the end of that week | still took 
the nicest longhand shorthand ever seen.” 

Her first shorthand test as Paul Laz- 
arus secretary was something of an ordeal 
and might well have daunted a less opti 
mistic (and clear-sighted) person than 


Lita. “Il took my first notes during a 





Make paper handling 


easier and safer 





screening. It was a little difficult in ‘o Gel ADV ANG Q) 


dark. but 1 managed . . 

Lita started at ¢ sleiadte as a “floater.” 
acting as a secretary whenever and wher- 
Eventually Mr. 


wanted some work done. and Lita 


ever needed. Lazarus 
“floated” into his ofhtee—to stav. The 
next day he asked Personnel to assign 
Lita to him as his secretary. 

That was back in January. 1957, and 
since that time neither one of them has 
regretted his request. Savs Lita, “Mr. 
Lazarus is really my favorite boss. He's 
considerate, kind, decisive, and fun to 
work with.” 


Or. summing it all up... “I'm really a 


lucky girl.” 





(Continued from page 37 
Setting a new permanent. Start 
with wet hair. Comb hair smooth 
against your head. If you wear a 


part, be sure it is straight. 


se 


A new 
wave will tend to ‘‘curl up’’ as it 
dries, so comb each strand smooth, 
gently stretching the hair between 
thumb and forefinger. If the hair 
dries before you finish setting, rewet 


the unset portion before you wind. 


For a smooth look. Hair should be 
damp and set with large rollers. The 
size of the rollers depends on the 
length of the hair and the style you 
want—the larger the rollers, the softer 
and smoother the set. For each 
roller, part off a section one-inch 
deep and slightly shorter than the 
length of the roller. Comb the tress 
smooth in the opposite direction from 
which you intend to wind. Hold hair 
taut and place an end paper around 
the end of the tress. Place the roller 
against the ends and roll toward 
the scalp in the direction you want 
the finished style to go. Fasten with 
a clip at each end of the roller. 
When dry, brush into place. 


punchless paper holders 


No holes to punch—no holes to tear 
Easily insert or remove sheets. Your 
papers are in order, safe—the Advanco 
clip bulldog-grips 1 to 150 sheets. 
Only 2 parts—lasts indefinitely. 
Ask vour stationer! 

If he doesn't carry Advanco, write us 
NOW for name of dealer nearest you. 


sDVhi Co 


MADE IN L Ee on. ene OFFICE 


ADVANCO PRODUCTS, INC. 
76-05 51st Avenue, Elmhurst 73, N.Y. 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f——-MAIL COUPON TODAY-~—“ 
RITE-LINE CORP. 
4209 39th St., N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Nome 





| Address 








| city ee Eee 
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WANTED: 
SECRETARIES WHO... 


(Continued from page 39) 





\ girl shouldn't attempt more work than 
she can properly handle or undertake jobs 


that are not meant for her. She should. 
on the other hand, be able and willing to 


assume responsibility. 


¢ Another leading businessman who em- 
ploys 130 secretaries requires: 
l. Neat, presentable. refined 


manner, 


- 


2. Ability to express oneself 
clearly. 
3. Ability to get along with 
others. 
L. Initiative in work habits. 
>. Punctuality 
6. Good attendance record. 
laboo with this emplover is overtalka- 
about work, fussiness about the 


liveness 


particular job a girl is required to do. 


lyping requirements are 60 words pet 


minute and = shorthand, 80 words per 
minute. 

One more point: all things being equal 
etween two prospective secretaries, the 
company admits that one girl might be 
chosen because an executive preters the 
color of her dress. (So your job may de- 
pend on striking a responsive chord in 
your prospective employer if you have 


the needed job skills.) 


¢ Mr. Shelton of the Columbus branch 
of the Young Men’s Christian Association 
vives these traits as desirable in a sec- 
retary: 
1. Satisfactory work record. 
2. Alertness and good intelli- 
fence. 
a Adaptability. 
1. High school education (does 
not require business sé hool). 


Neat. 


ance. 


\“ ell-croomed 


| 


appear- 


6. Correct speech. 

\s far as typing and shorthand go, this 
organization is more concerned with ae- 
curacy and neatness than with speed. 
Taboo at the Y.M.C.A, 


heavy girl, the extremely thin girl. and 


is the extremely 


excessive smoking. 


* Mr. Donald R. Blosser of the Ohio Fuel 
Gas Company gives these points as being 
desirable in a secretary: 

|. Good appearance. 

2. Pleasing personality. 
3. Proper punctuation and 

spelling. 

1. Long-term employment. 


l'yping requirements vary according to 


Ipril, 1960 





the secretarial level. Taboo at the Ohio 


Fuel Gas Company is job-jumping. 


e Mr. L. W. Belhorn of the City National 
Bank believes these qualifications to be 
important in a secretary: 
1. Long-term employment—no 
job jumpers. 
2. Domestic situation that does 
not interfere with work. 
3. Good appearance and person- 
ality. 
1. Good manners. 
5. Common sense. 
6. Correct speech. 
Shorthand 110-120 


words per minute and typing speed is 55- 


requirements are 


65 words per minute. Taboo is poor 


judgment in one’s personal appearance. 


* An employment supervisor of the Wes- 
tinghouse Electric Company gives these 
factors as primary: 

l. Age group of twenty-four to 

thirty-five. 

2. Experience in secretarial 
work. 
3. Good spelling, punctuation, 

and grammar. 
4. Ability to meet with strangers 
keep up a conversation. 

5. Pleasant personality. 


6. Not 


but this is an advantage. 


necessarily attractive 


Shorthand is 100 words per minute and 


typing, 50 words per minute. Taboo at 
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have their own pencils 














}———— 








ee 











even Bri DGE 


PLAYERS 


have special pencils 





SHiPPING CLERKS 


have theirs 





Now A.W.Faber gives Secretaries 


STENOSTIE: 
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different 
ball pens some girls are using? 

A long, slim tappered grip that gives comfortable trac- 
tion and allows a Secretary to take shorthand by the hour 
without fatigue or finger cramps. 
feather and perfectly balanced. 
ink supply never skips, clogs or clots. 

STENOSTIK and its famous sister product, ERASERSTIK 
are dependable standbys for professional Secretaries. If your 
Stationer doesn’t have them in stock, write to us and please 


—especially designed for shorthand 


from the rank-and-file 


STENOSTIK is light as a 
The smooth, sure-flowing 
It’s a joy to use. 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N.J. 
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‘Butch 

* guards 
my new 
Olympia... 
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VET time I’m out to lunch — just to make 
sure none of the other gals requisition it. Thank 
goodness they're getting their own Olympias soon” 


A bit extreme—perhaps—but one thing is cer- 
tain, once you've tried all of Olympia’s out- 
standing features you'll never be satisfied 
with any other standard. Check your present 
machine. Does it have an automatic paper 
injector-ejector—spring-cushioned keytops—or 
an interchangeable carriage (to mention just 
three)? If not, you’re missing the handiest, 
most efficient typing aids a perfectionist 
could wish for. You'll like Olympia’s precision- 
built quality, too—your assurance of easy, 
quiet, trouble-free performance year after year! 





OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST ST., NEW YORK 6, N. Y. 
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Westinghouse is shyness or aggressiveness. 


¢ Miss Margaret Phillips. office manager 


of Ohio Council of Churches. lists the 


following: 

l. Interest in church work and 
preferably a background of 
participation in church a 
tivities. 


N 


Skill in shorthand or the use 
of a dictating machine and 
typing. together with a knowl- 
edge of correct punctuation 
and spelling. 

3. Co-operative attitude. 

1. Pleasant personality. 


>. Neat appearance, 


e Lastly. ex-Senator John W. Bricker. 
who maintains a private law office in Co 


lumbus. Ohio. and has had the same sex 


retary for thirty-two vears. lists the 


following qualifications for a good secre 
tary. These are—-in the order of their 
importance to him: 
l. General broad educational 
background. some college 
work. 


2. Absolute lovalty to the em- 


ployer. 

3. Ability to do the work (which 
can be acquired after em 
ployment as well as before.) 

1. Fitting in with the office set 
up and working in conjune- 
tion with the overall arrange 
ment and policy. 

5. Pleasant personality. 


6. Speedy typing and shorthand 


Neat about work. 


¢ A quick summary of these interviews 
indicated that the average secretary 
should: 
|. Present a cood appearance, 
2. Have good professional skills. 
3. Use good grammar and cor 
rect punctuation. 
1. Be able to meet the public. 

So if you do not measure up to these 
standards, better get on the ball. You 
might start with a good secretarial hand 
book. 

In addition to professional skills. how- 
ever, the important requisite is to have a 
well-rounded personality. Don't limit your 
activities to your job. eating, and sleep- 
ing. Develop other sides of your person 
ality—have a hobby or even an avocation, 
providing it is not too demanding on your 
time and energy. Don't neglect recreation 
or the cultural side of your life. And don't 
let your education stop with your school 
diploma. Keep right on learning in your 
professional field and in any other field 
that may be particularly interesting to 


you. 
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TEASERS 
(Key to quiz on page 17) 


They All Rhyme with “Bird” 


> 


|. heard; 2. herd: 3. absurd; 4. concurred; 


5. third: 6. curd: 7. erred: 8. deferred. 


Per-, Pre-, Pro- 


>] 


|. precede: 2. perspiration: 3. proceed: 4. 


erfect: 5. prospective: 6. prosecute: ya per- 


formed: 8 perspective; 9. persecuted; 10. 


prese ribed. 


4 Foolish Quiz for April 1 


|. foolhardy: 2. foolscap: 3. fool’s errand; 


1. fool's gold; 5. fool’s paradise; 6. fool- 


prool, 


I, Myself, and Me 
lL. —it's only LL: 2. OR. 3... 


and me.: 


1.... Harry and me...; 5....to be L; 
6. O.K.: 7. Between you and me .. .; 8. 

S33 ee, oe John and me...; 
10. O.K. 


What's the Difference Between— 


|. liniment: a medicinal preparation to be 


rubbed into the skin. 
lineament: any of the facial features. 
2. coup (pronounced koo): a brilliant, un- 
expected action, 


coop (pronounced koop): a pen for 


chickens. 
disassemble: to take apart. 
lissemble: to feign. 
1. bullion: gold or silver in bar form. 
bouillon (pronounced boo’y6n’): a clear 
soup o1 broth, 
5. collie: a sheep dog. 


coolie: an Oriental unskilled laborer. 


6. clique (pronounced klek): a small, ex- 


clusive social set. 
claque (pronounced klak) : paid applaud- 
ers at a play, opera, ete. 
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(Key to project on page 49) 


Letter 1 

Line 1—no comma after recent: line 2— 
benefited; line 3—Encyclopedia: line 4— 
ten; line 5—their: line 9—knowledge: line 
12—edition (not addition): line 15—I?’s; 
line 18—volumes; line 20—two years 
Letter 2 

Lines 2, 4, and 10—stationery (paper 
equals stationery): line 3—are; line 5— 
letter writing (two words): line 8—brag- 
ging: line 9—added: line 11—comma after 
attractive, durable: line 15—single: line 17 
ete either short or limited: line 18— 
(or be consistent and type $2.) 
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TYPEWRITER RIBBON 


COMPANION TO FAMOUS NU-KOTE CARBON 


$ 


meet) 


. 


ONE RIBBON FOR‘“ALL YOUR JOBS 


THERMOFAX AND MULTILITH PR@CESSES PLUS ALL REGULAR JOBS 


ONE SPOOL FOR MOST MACHINES 


ALL NOISELESS AND PORTABLES, MOST STANDARDS, ELECTRICS 


OUTLASTS OTHERS THREE TO ONE 


THREE TIMES THE WEAR, ONE-THIRD THE RIBBON CHANGES 


More important extras: Nu-Kote gives you clean, clear, 
printing press sharpness. Nu-Kote’s red reproduces as 
clearly as its black in the Thermofax process. Made 
by the people who bring you Nu-Kote Carbon Paper, 
the extra long-lasting one with the plastic base. Avail- 
able through authorized Burroughs M&V dealers. 
Or send coupon below. Dealer Sales Dept., Burroughs 
Corporation, Detroit 32, Michigan. 
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TS-34 
Dealer Sales Department 


Burroughs Corporation, Detroit 32, Michigan 
GENTLEMEN: 


C) Send me more information on the New Nu-Kote Typewriter Ribbon. 


e ae = C) Teil me the location of my nearest Burroughs M & V dealer. 
NU-KOTE 


NAME _ 
CARBONS & RIBBONS : 
a product of : FIRM 


Burroughs : ADDRESS 
Corporation : CITY 





Buy where you see this sign 








ZONE____ STATE__ 
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a 29° Ball Pen 

That Wrote, 
Steadily 
for over, 


6 MILES; 


(32,222 FEET) 
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...without smudging! smearing! 
blotting, clogging! * 


-—— General’s new—— 
SEMI-HEX BALL PEN 


Yes! Here’s the pen you’ve been 
reading about... the most economi- 
cal all-around ball pen you can buy 
—with the highest quality ink 
cartridge... the exciting new 
GENERAL SEMI-HEX BALL PEN 
that PROVED BY TEST that it 
OUTWRITES, OUTPERFORMS 
ball pens costing 10 TIMES THE 
PRICE! AND— it’s available with 
an eraser—at no extra cost! 








How Much Would It Save Your Company? 
TRY IT 10 DAYS FREE — AND SEE! 


Talk about Economy! Here’s every- 
thing you want — outstanding per- 
formance ... true writing comfort 
... low, low cost —all in one great 
new PEN! The new General SEMI- 
HEX BALL PEN feels light, slim, 
comfortable—like a pencil—yet 
writes with the smooth, brilliant, 
line of the most expensive pens! 
Precision-engineered ball lets ink 
flow smoothly, evenly. 

Extra-long barrel makes writing 
easier, helps prevent stiff fingers 
and writer’s cramp! Long-lasting 
cartridges of Banker’s Approved ink 
easily replaced without mess or inky 
fingers! Your choice of non-smear, 
non-transferable Green, Red, Blue, 
Reproducing Black ink. Now’s the 
time to cut office expenses as you 
build office efficiency! 

@ Secretaries, Bookkeepers, Ac- 
countants! Superthin points avail- 
able — approved for legal writing! 
See Your General Dealer now and 
ask to see General’s new SEMI-HEX 
BALL PEN or write us today on your 
letterhead for FREE SAMPLES! 


“From the findings of the 
New York Testing Laboratories 
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PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. 
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Her acquaintance said the man was a fire- 
ball and destined to go places. However. 
he had had four secretaries in a year, not 
a good sign. 

Donna then talked to one of the man’s 
associates, who spoke very guardedly 
about the prospective boss. Finally, she 
asked him whether he would recommend 
the man as a good boss. The executive 
admitted he would have reservations 
about doing so. This information plus her 
own opinion, formed during several inter- 
views with the prospective boss, made 
Donna decide to stay put. 

Perhaps you can follow Donna’s lead 
to learn all you can about the newcomer. 
Your present boss may give you his opin- 
ion if you seek his advice. But go through 
with the interview in order to make up 
your own mind. If the position is offered 
to you, and you can't get enthusiastic 
about it, pass up the promotion. You can 
explain to the newcomer that you like 
your present work, you've had years of 
experience in doing it, and your boss 
would have a hard time trying to train 


someone new. 


“Our company merged with another. 
and my boss resigned. I have been as- 
signed as a secretary to a man who 
brought his secretary with him. The work 
load justifies two secretaries for him. The 
other woman has worked with this man 
for five years, and I have worked for our 
company five years. Although our senior- 
ity is equal. she has the edge, because she 
has always been associated with him. My 
job is important, and the new boss likes 
my work, but I still feel like a second fid- 
dle in this duet.” 

It’s natural that your new boss and his 
secretary should be more closely allied 
than you and he, since they are accus- 
tomed to each other. You're an important 
part of the trio, however, and you can do 
a lot to soften the edges of the triangle. 

Take pride in the fact that your work 
is important and that your new boss is sat- 
isfied with it. 
impressed with you as he is with his first 


In time, he'll be just as 


secretary. Try to work in tandem with the 
other secretary, and guard against being 
oversensitive or jealous. The keynote here 
is to co-operate with her rather than com- 
pete with her. She may feel aggrieved 
about sharing her boss with someone else. 

These things are easier said than done, 
but your efforts to work as part of the 
team will be appreciated. 

One more consoling thought: Be glad 


there’s someone to share the load. 


Always Accurate 
Always Fast 








FOUR WAY FLICK A LINE 
WORKS LIKE A CHARM 
Reverse its panel 
Change its height 
Flick its rubber wheel 
Left or right 


Heavy hardwood base with pencil groove and 
book ledge. Inclined panel 83%, X 14. Smooth 
sturdy finish in soft polytones of ““come alive 
grey.” 

the only complete copy holder 


$6-50 prepaid 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville 2, Ky. 








FREE 


STARLIGHT 
CASE and FRAME 


with every order 


\tiendship 
Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 FOR +4 
or SO ror *2 


plus 25¢ shipping 





Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 24%" x 34%”. Satisfaction guar- 
anteed. Order today. 


EXTRA BONUS — FREE WITH EACH $2 ORDER 
4" x 6” Princess Portrait enlargement 
— ene eRe 
FRIENDSHIP PHOTOS, Dept. F-15A, Quincy 69, Mass. 
Please send me: 
25 “Shadowbox” Friendship Photos, from one I 
pose ... $1.25 enclosed. Also send Free Starlight 
Case and Frame. I 
50 “Shadowbox” Friendship Photos, from one i 
pose .. . $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame. { 
1 enclose photo, snapshot or negative which you will 1 
return unharmed. My money back, airmail, if I'm not 
completely satisfied. | 


oe ee ee ee eee ee (Please Print) ae me oe oe coe oe 
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MONEY 


for your group 


when you Y fresh, flavorful assorted salted nuts 
in full color vacuum tins 
HERE IS A COMPLETE FUND RAISING PLAN PROVED SUC- 
CESSFUL—FROM eZ} PEANUT CORPORATION OF AMERICA 


G)'s plan makes Your Sale a Success. No possibility of a loss, because 
@NO FREIGHT TO PAY on orders @NO BREAKAGE or SPOILAGE, 



















of 200 Ibs. or more. Vacuum packed in tins. 
@NO MONEY TO ADVANCE. 30 @SALE GUARANTEED. Return for 
days to complete sale and remit. credit in 30 days unsold full 


cases, freight prepaid by you. 
EXTRA PROFIT SEEFREE OFFER in orper BLANK BELOW 


'g0759 PEANUT CORPORATION OF AMERICA 





by the BRAND 
makers of c 
the finest in nut products 


Des Moines, lowa © Indianapolis, indiana 
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115 07. PARTY MX arsine pM] nA omroRATION OF AMERICA 
PER CASE $8.40 PROFIT $3.60 PER CASE |wo. of Cases wes ag Y 
. a —_ - - SHIP TO Name ' 
1 

a 2 OZ. FANCY MIXED NUTS 12 Tins to Cs. We gl3% tos Address 
ae Coes a7 PROFIT $3.25 PER CASE |no. of Cases SEND eye ees ' 

\ - aaiaiiaagal : — INVOICE TO Name. ' 
| 14.02. FANCY WHOLE CASHEWS 12 Tins to Case. Wt ale Address 
I PER os is PROFIT $3.25 PER CASE No. of Cases IN THE nn Wane SPECIFY ONE PERSON TO scram WE CAN ; 
1 140 ‘ Old as hie il -- ‘ sh «REFER IF NECESSARY. nictialiabiatens cuit ' 

z. ashione 12 Tins to Case. Wt. S. 

| CANDY PEANUT CRUNCH Sug. Selling Price $1 per tin Name 
; PER CASE $7.75 PROFIT $4.25 PER CASE [x of cases Position : 
1 a _____ Net Cash 30 days from date of invoice. aaa: | 
FREIGHT PREPAID... ~==—>—S When you order a total of 200 Ibs. or more at a time. 1 

| DISCOUNT TERMS___.____ 1 eS eS ee if remittance is received = On ASOVE ORDER AND To ea whe Wing 2 oe 1 
| WEST OF DENVER __Add 10¢ per ian SHIPMENT {5S CHARGED pi les whet cee wlio 
ieee . ae 

! If your order of above merchandise totals 200 Ibs. we vane : ; ' 

. " . Organization Title 
I will ship ONE CASE FREE of ANY above items. 1 
| Street Address__ , 
Ship us free offer [ ]case Tcccnnsntnscunininecsane 


City and State. 








| | 1060 















FOR ALL 
ERASING... 


Take your | 
Pick! 


KLENZO-33 


WITH AND WITHOUT BRUSH 





- 


FR ERASER 533-7 











Famous Klenzo quality in 
convenient wood-casing. 
Sharpens to ‘‘needie paint”’ 
for ballpoint, typewriter and 
ink work. 
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KLENZO NK @ 


KLENZO 


WITH AND WITHOUT BRUSH 





The standard for erasing. 
Paper wrapped to permit 
quick, economical repointing. 


SVaisdesf KIER 


A Kienze erases equally good 
wrapped in paper or cased in wood. 


AT BETTER STATIONERS EVERYWHERE 










Send 10c for twin samples naming this 
publication. 


blaisdell 


PENCIL COMPANY 


BETHAYRES, PA. 
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IN FOCUS: 
TECHNICAL SECRETARY 


(Continued from page 27) 





ports. without which the most ingenious 
achievements would be worthless 

informal memos documenting a program's 
problems and progress . . . specifications 
defining parameters of construction and 
monthly, quarterly. and 


© handbooks 


to be written, illustrated, and published 


performance ... 


final reports to customers . 


to rigid governmental requirements. 

The pay. like that of all technically 
qualified workers. is high. Good secre- 
taries are hard to find—good technical 
secretaries harder to find. Competition 
has boosted salaries above the level of 
most secretarial jobs, 

Finally. the “tee sec” who likes to trav- 
el has a ready market for her desires. 
Florida, California, Arizona, New Eng- 
land, areas of Hawaii and Puerto Rico 
all are booming centers of technical en- 
deavor. And many firms will pay reloca- 
tion expenses for the right girl. So select 
a city, write for the local paper. examine 
the employment pages. and send out your 
résumé. 

It might be your ticket toward those ten 


days en Venus. 





SCHOOLS OFFERING TESTS PROGRAM 


ALABAMA: Perry Business School, Tusca- 
loosa. 

COLORADO: Barnes School of Commerce, 
Denver. 

CONNECTICUT: Post Junior College, Wa- 
terbury. 

ILLINOIS: Brown's 
Springfield. 

LOUISIANA: Sowela Vocational-Technical 
School, Lake Charles. 

MARYLAND: Gardner School of Business, 
Silver Spring; Baltimore Institute, 
Baltimore. 

MICHIGAN: Davenport Institute, Grand 
Rapids; Detroit Business Institute, 
Detroit. 

MISSOURI: Sanford-Brown College, St. 
Louis. 

MONTANA: Butte Business College, Butte. 

NEW YORK: Rochester Business Institute, 
Rochester; Westchester Business 
School, New Rochelle. 

NORTH CAROLINA: Carolina Business Col- 
lege, Charlotte. 

OREGON: Northwestern School of Com- 
merce, Portland; Merritt Davis School 
of Commerce, Salem. 

PENNSYLVANIA: Thompson College, Har- 
risburg; Business Training College, 
Pittsburgh. 

TENNESSEE: Edmondson School, Chatta- 
nooga; Steed College of Technology, 
Johnson City; Knoxville Business 
College, Knoxville. 

UTAH: Stevens Henager School of Busi- 
ness, Salt Lake City and Ogden. 


Business College, 











MONDALE 


(Continued from page 29) 


admits that she is often asked to work 
overtime when rush programs are on the 
agenda, “but this is only a disadvantage 
if you feel you should not be asked to 
do more than an eight-hour day entails.” 
She doesn't. 

Reading and meeting people are high 
on Anita’s list of outside interests—and 
she has a chance to do both on the job. 
“The technical field is not the perfect 
profession for every girl. but | knew 


its the only one for me.” 


GALLIPPI 


(Continued from page 29) 


“The latter chore must be beyond an 
engineer s capabilities as they just won't 
do it themselves.” She admits that she 
had hoped to get closer to the technical 
work being done. 

Sometimes. however. she gets a little 
too close. The day an experiment ex- 
ploded and the building had to be evacu- 
ated because of poisonous gas fumes, for 
example. Such incidents are not unusual. 
Occasionally a technician will brush by 
radioactive material and he and _ his 


clothing will become contaminated. 
These are considered risks of the trade. 
Janet calls the scientists she works 
with agreeable, interesting, and dedi- 
cated. But their two outstanding charac- 
teristics are “illegible handwriting and 
the inability to work without coffee.” 
How to relax after a hectic day at the 
ofice—a quiet evening with her family, 
music, and reading. But during her two- 
week vacation, Janet loves to swim and 


water ski. 


DANNELS 


(Continued from page 29) 


appreciate the secretarial problems that 
arise. 

At present, Gil is assigned to a pro- 
gram observing persons confined to an 
experimental fallout shelter. “Such work 
gives me the satisfaction of making a 
significant contribution to the nation’s 
well being.” he adds. 

Nor are Gil’s chores confined to the 
office. “My most interesting experiences 
at the Institute have been data-collecting 
trips to Armed Forces installations in 
Georgia, Alabama, and Arizona.” He 
finds himself surrounded by minds that 
are constantly searching for knowledge 
but feels that this makes his employers 
“more understanding and helpful than 
average bosses.” 

Gil lives with his family where he 
spends his free time sketching and paint- 
ing. A thriving Christmas card service 
keeps him busy each fall. “But I also 
own an MG-A and attend sports car races 
and rallies.” 
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shopping oo. WALLET 
we ef teres 


We pay postage — 
no other charges 


size: 2'2 X 31,. 



















NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives .. . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


Dept. S + BOX 10 -+- NEW YORK I, N.Y. 








TEN TO your jewelry collection. It’s time 


to dress up those spring styles with an 





FOTO PLUS 


old-fashioned watch pin. And what bet- 
ter way to do it? Made of sterling silver 











with baguettes as numerals and erystals 
dotting the hands. Yours for 816.50. 
From Dominique. Dept. TS, 210 Fifth 


Ave., New York 10. N. Y. 





———5 ENGLISH you'sxcxe 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.l. METHOD you can 
stop making m istakes, build up your vocabulary, 
speed up your rea ling, develop writing skill, learn 
the “‘secrets”’ of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE. 
Write TODAY! Don Bolander, Career Institute, 
Dept. E-1454, 30 E. Adams St., Chicago 3, Illinois 






LITT 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseay items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-401 
Chicogo 42, Ill. 











PROFESSIONAL SECRETARY 


Here’s a real challenge for the 
ambitious woman who wants to 
earn bigger pay, gain more oF 
portunity. All that’s needed is 
the proper training. LC.8. will 
send you 3 FREE books that 
show you how to prepare for this 
exciting career. No obligation 
Just mark and mail the coupon 
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4 TRAY FROM THE TROPICS, Serve pota- 60 yo $2. 00 


2" x32" genuine photos 
for classmates, loved ones 
Made from any photo on 
coconut tree to your living room table. silk finish studio paper 

: ‘ Send pictures, 25 for $1.25 
Gold and white finish makes it an attrac- + $ 









INTERNATIONAL CORRESPONDENCE SCHOOLS 





to chips and nuts in this unusual tropical 
tray. It’s direct from the spathe of the Dean of Women Box 50206C, Scranton 15, Pa. 


Please send me 3 FREE books: (1) “How to Succeed,” (2) Career Catalog, 
(3) sample 1.C.S. lesson 












































plus Free 5” x 7” enlarage- CD Professional Secretary () Good English C Magazine and 
. rad “ih: Advertising C Business Management Book Illustration 
. ' [Ee y ; . $ 
live centerpiece, Only 82.99: trom Eli ment (60 for $2.25). Retail Merchandising Other 
son Imports, Dept. PS-80. 2325 Pine W ay, Satisfaction Name 
West Palm Beach. Fla Guaranteed Address 
ROY PHOTO SERVICE City Zone State 
Dept. 74, GPO Box 644, N.Y.1,N.Y. 
OL LLL LDL “4 
) ] 
,] 
ATTENTION SECRETARIES AND STENOS 
) 
Practice tests for all CPS exam sections. $10.00 AY ) 
without dictation: $20.00 with. Mental ability, : > ] 
interest. aptitude, personality, business & civil ) : 5 
service tests. $5.00 each. Job opportunities & re- ) 3 p 5 
quirements. private. gov't. foreign. Home-study ) ,] 
courses, business, secretarial, civil service. Busi- ) : ) 
ness Research Associates Inc., PO Box 7095, ) ] 
Long Beach 7, California. ) 
You may now obtain the Telepad for only } 
$3.50, complete in an attractive gift box, ( 
PILLOW TALK. Whether sprawled on the postpaid, for yourself or a friend. The Tele- 4 


loor or snug in bed, you'll be more com , Pad, a handsome gold-tooled leather desk } 
fortable with a contour pillow. Ideal for , accessory, fits any phone. Always at your} 





'V viewing, relaxed reading and study- Add Curves to Hips, Thighs, Knees, Calves, Ankles sr pac dialer, marked mes:- 
ng. Made of foam with removable cordu proven 'sctentitie course. only —<¢ » tested. sage sheets. 

; ; step-by-step illustrations of easy techr shaplier Send your check and order to: 
oy cover in red, blac F vold, green, OF filled-out, stronger legs improved skin color and circu 


Dept. TS, 22 W. Interstate Rd.. Addison, 
. : MODERN METHODS, Dept. SL-668 330 West 42nd St., New York 36, N. Y. 
ll.. giving local-store address. BOOK 296 Broadway ae 
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SPECIAL! 
TODAY'S 
SECRETARY'S 
ANNIVERSARY 
ISSUE 


Single Copies 
$1.00 





Here in one authoritative elerence vol 


the story of the starru role plaved 


ne is 
by thie American Secretary over the past 
siIX decades Phroug!l Special tTeature irti 
es the reader will learn about the invet 


tion and development of shorthand and the 


typewriter the transtormation in the atti 
tud | ti | Tel ] } ’ li ' 

ide ol 1 PULP te ina Yi i mportant 
boss; the improvements in her pay, sur 


roundings. vacations ind other privileges 
ind the many changes in her training. het 


othice equipment, and communication, 


PODAY'sS SECRETARY 
0 OW f2nd Street 
New York 36, New York 


Name 
Address 


City State 




















NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplitied published 
in Today’s Secretary, we have secured a 
supply of reprints. Each list of terms has 
been printed on an 8% x 11 sheet of 
quality stock. Prices are as follows: 
Single copies—25 cents each 
10 to 50 copies—20 cents each 
Over 50 copies 15 cents each 
Complete set of 15--$2.50 


Cash or check for full amount must ac 
company order. 


Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Atomic Energy Chemica! Electronic 
Banking Electrical Construction 
Import-Export Legal Aviation 
Radio & TV Oil Contract 
Agricultural Medical Insurance 


Complete set of 15 


Name 
Address 
City 


State 




















SOMETHING TO BRAG ABOUT. Breathies 
there a grandmother with soul so dead 


that she doesn’t carry her grandehildren’s 





snapshots ? Grandma’s Brag Book holds 
2? dozen pictures, 32 by 32 inches. Simu 


lated leather cover comes in red. white. 


blue. green cold. o1 beige Yours lor S2 
ppd.: from) Kidde’s, Dept. TS. 31-25 
Steinway St.. Long Island City 3. N.Y 











ITS A DOG'S LIFE, luckily. Pet Feed 

enables vou to go out tor the dav without 
worrving about feeding Fido Just n 

aluminum tray with food and set clock 
for mealtime At designated hour. tray 
will move into eating position. Measures 
2»? by 8 by 4 inches. Send $9.95 to H.S. M 


Co.. Dept. TS. 253 10 Ave... New York 
N. 


a 





SOLITAIRE-Y CONFINEMENT can be tun. 
if vou've a “Neva Bored” solitaire board 


Don't juggle cards on your lap: use this 





plastic-coated hardboard tray with slots 
ind clips for card-holding. Instructions 
for popular solitaire games in each pack 
age. Send $3.25 to Neva-Bored Mig. Co.. 
Dept. TS. Canoga Park. Calit : 





HIDE-A-KEY holds the key to those “I for 
got it” predicaments. Store extra keys 
and coins in this magnetized container 
and attach to any metal surface—behind 
your ears bumper or any other secret 
plac e. You'll never be locked out or with 
out change at parking meters. Send $1 to 
Bill's Military Stores, Dept. KK. Greet 


Cove Springs. Fla. 





DUST YOU MUST. so let a Dinki-Di duster 
make it less of a chore. Washable sheep 
skin wool at end of 24- or 18-inch cane 
handle gets into everything. Comes in 
red, blue, orange, fuschia, yellow, and 
green. Twenty-four inches. $3: 18 inches. 
$1.50. Shipped in mailing tube from 
Hancock Products. Dept. 53. Box 2194. 
Philadelphia 3, Pa. 
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USINESS SCHOOL DIRECTORY 











HAWAII 


ILLINOIS (continued) 





ALABAMA 
MASSEY COLLEGE : 
\ our secretarial success is scheduled 1 
i from your first day in class. Write for i 
FREE opportunity bulletin T-4 TODAY! 
i Birmingham 3, Alabama i 





CALIFORNIA 








SAWYER SCHOOLS 
. of business 


Since 1916 


Secretarial—Accountancy— Automation 


Top-level Jobs 
LOS ANGELES—PASADENA—NORTH HOLLYWOOD 
POMONA—LONG BEACH—SANTA ANA 


Intensive Training for 














GRACE BALL 


SECRETARIAL COLLEGE . 

San Francisco by the Golden Gate * 
e-Year Execu ‘ ectronics ° 

I mn ve cr retari 

es. Free per 

na I ceme ery Residence 

For catu ‘ Executive Sec- 
ary. ‘525 “Sutter St. San Francisco 

2. California 
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MEDICAL-SECRETARIAL = 
A challenging opportunity SZ ) 


Ss yj 
SCHOOL FOR 


MEDICAL SECRETARIES 


pens by San Francisco County Medical Society 
el2 ™ RSE | Write: Claude S. Yates 
Tet 1441 Van Ness Avenue 
‘ San Francisco 9, Calif 
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THE ACADEMY OF BUSINESS 


‘‘We Train’’ Secretaries, Stenographers, Typists, 
Bookkeepers, NCR, Comptometer, Burroughs, 
IBM Keypunch, and PBX Operctors. Rapid, modern 
instruction on Modern Office Equipment 
Write Dept. A-6 for free information 


372 South First St., San Jose 13, Calif. CY 7-3244 
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RO ENN TANG 


HONOLULU” 
BUSINESS COLLEGE 


Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 

accredited by 
A — ng Commission for 
usiness Schools 


ae 
Me 





$ 


1178 Fort Street @ Honolulu, Hawaii 


kr. Bagh ia Dette isl 
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COMPLETE BUSINESS 
Accounting—Secretarial 
Request Bulletin 


Bernita Alderson, Director 
Certified Professional Secretary 


BROWN’S BUSINESS COLLEGE 


Since 1864 


TRAINING 


Vachines 





611 E. Monroe Hil. 


Springfield, 











MAINE 








AUBURN MAINE SCHOOL OF COMMERCE 
Business College of Distinction 
Co-educational 


Accounting 


Teacher-Training Secretarial 





Auburn, Maine 











CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes 


Approved by National Shortha 


nd Reporters Ass'n 
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Dept. 360, 5840 N. Lincoln Avenue 
Chicago 45, 
Complete Business Courses 
As Modern as Tomorrow 


Illinois 


| BUSINESS COLLEGE 
l 
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GEM CITY 
BUSINESS 
COLLEGE 


Quincy. Illinois 


Write Director of Admissions 


for free catalog. 
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MICHIGAN 








BUS. ADMIN.—AUTOMATION 
SECRETARIAL—ACCOUNTING 
Co-educational 
Latest in equipment and 
raining methods. Placement 
service to graduates 

DETROIT INSTITUTE OF COMMERCE 
1308 Broadway Detroit 26, Michigan 

















NEW YORK 
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MILDRED ELLEY ) 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 
Albany 3, New York 


LADD ON" 





SOUTH CAROLINA 








PALMER COLLEGE 
Accredited by ACBS 




















Co-educational with extensive program of 
student aid for worthy students. Operating 
divisions in Augusta, Ga., and Columbia and 
Charleston, 8. C. Dormitories for boys and 
girls. For catalogue write Charles E. Palmer, 
Cc. P. A., Pres., Charleston, 8S. C. 
TEXAS 
GAIL COLLEGE "7 Grapuates 
EMPLOYED 

yr at 100% 

@ COMPLETE BUSINESS COURSE @ OL 

hcenstatncten *® LEGAL @ court REPORTING 








BOX 980 ABILENE TEXAS 
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Onward Madison Avenue 


For some, the word advertising may 
conjure up mental images of secret ingre- 
XYZ. of thinking men, reducing 


women. and housewives who rinse their 


dient 


hair in something more than water but do 
it so skillfully only 


difference. 


mother can tell the 


\dvertising may mean this to some, but 
not to Theodore 5. Repplier. president ol 
the Advertising Council. Mr. Repplier has 
his own mental image of his profession 
and it was this one he presented to the 
annual meeting of the Council's Board of 
Directors. 

Noting the problems which face the 
world today, Mr. Repplier listed what he 
basic problem of 


considered the most 


them all. “This is a series of American 
attitudes—the attitudes of a people who 
have had it too good, too long. 


“At a 


cries for us to pull up our socks, tighten 


time when the world situation 


our belts, and do some realistic planning 
and working, the country as a whole is 
ducking both as much as possible ? 
The only solution, says Mr. Repplier. 
is to change the attitudes of the Ameri- 
can people—and one way to do that is 
advertising. He says: “I believe it could 
be done, given adequate funds. I believe 
there is building up in America a rest- 
lessness with present standards which 
could be harnessed and utilized. I think 
a good many people are getting fed up 
with dishonesty and phoniness and ex- 
treme success worship. I think they are 
getting a litthke weary of status symbols 
and a little cynical about cynicism. 
“Looked at historically, perhaps our 
current shabbiness 
Nations 


been slacker and more corrupt, yet have 


softness and ethical 


are not mortal illnesses. have 


recovered and survived. What makes our 


64 
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present state alarming is that we are com- 


peting against a pioneering, intelligent. 


hard-working. and dedicated people. The 


1960's will be a testing time in America.” 


Executive Secretary to 
Executive Success 

has been the tale of Miss Neola 
Paquette. \ native of Michigan, Neola 
then a recent high school graduate—tried 
out her typing and shorthand skills in 





Lansing. From Lansing she took them to 
Palm Beach, Florida, and the offices of 
the United States 
mand. 

Time moved on and so did Neola, right 
M. Rosen- 
thal, a vice-president of National Air- 
lines. The job had its problems, or rather. 
Mr. Rosenthal’s 
former secretary who suddenly decided 


into a secretarial job with J. 


one particular problem- 


not to leave. Neola was in, but her prede- 
cessor wasn t going out. 

That was back in 1951. For two months 
Neola worked as secretary to the Superin- 
tendent of Stations, then joined the secre- 
tarial staff of the executive office as per- 
sonal secretary to G. T. Baker, National's 
president and board chairman. 

‘It was a position she held for eight 
years until now, at 33. Neola is one of the 


\ir Transport Com- 





companys two women executives. She's 
still a secretary though—the newly elect- 
ed assistant corporate secretary of Nation- 


al Airlines. 


“The Letter of the Law”... 


and the girl who takes it down collided 


recently in a tangle of writs. torts. 
waivers. warrants. habeas corpus. judicial 
pronouncments, and what-have-you. The 


legal New 


York. where the Practising Law Institute 


scene of this very reunion? 
is sponsoring a course entitled “The Law 
vers Secretary” for—the lawyers secre- 
tary, of course. 

(Among the topics covered are: the court 
system, lawsuits, corporations, commer- 
cial transactions, wills, and real estate. 
The purpose of all this classroom coach- 
ing? To give the secretary a better under- 
standing of the legal process and her 
own role in it. 

Tuition for the present course of six 
sessions, ending April 5, is $15. The lee- 
turer is Maurice R. Whitebook of Lewis, 
Herrick and Whitebook. 

Any comments? 

Yes. just one more. If a distant (but 
not distant enough) relative decides to 
sue. if you find an extra corpse marring 
the domestic premises do not scream. Do 
not panic. Walk. do not run, to the near- 


est legal secretary. 


Attention Secretaries 

The revolution is at hand. 

Down with dictation pads and pencils. 
Off with the telephone. Out the window 
with all filing. Abandon all visitors to be 
conciliated, phone calls to be transferred, 
letters to be answered, and tempers to be 
soothed. 

In a word, relax. And hurry up about 
it. You have only a short stretch to do it 
an, from April 24 to April 30, the time 
designated as “Secretaries Week.” During 
April 27. 
“Secretaries Day”) you should be free. 


this time (and especially on 


free, free. 

Who says so? Among others Mrs. Eve- 
lyn G. Day of Middletown, Ohio, presi- 
dent of the National Secretaries Associa- 
tion, and Mr. E. D. Taylor, administrative 
vice-president of the Office Equipment 
Manufacturers Institute, co-sponsors of 
the week. Together they faced the nation 
in Washington, D. C.. and made the an- 
nouncement that is to bring happiness to 
millions. 

The theme chosen was “Better Secre- 
taries Mean Better Business.” And those 
business—at least 
about “Secretaries Week” so... 

Attention all 


may be. 


secretaries do mean 


wherever you 


bosses, 
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kree Timesaver! 


Handy desk dispenser keeps “SCOTCH” BRAND 
Cellophane Tape at your fingertips for dozens of mending, 
sealing, protecting jobs. Sturdy metal dispenser 
is weighted to let you pull off and cut tape 

with one hand. Uses thrifty 1296” rolls of tape! 


Now ... get a deluxe desk dispenser 

free when you buy one at regular price 
with 12 rolls of “SCOTCH” BRAND 
Cellophane Tape. Choose Deal “‘R”’ or*‘S”’ 
below, but hurry, offer limited. 











Take ‘} IS cou pon lO) WOW farioner o7 
office supple pea 
“Rv e12 1 1296" “ScoTrcn” BRANI 
“SCOTCH” and plaid design are registered trademarks of 3M Co. Dk AL R 8 , Xi ) COTCH’ BRAND 
CC. yphane Tape wit leluxe De 1) 
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Offer expires June 30, 1960 





thanks to her 


REMINGTON" 
Electric Typewriter 


And no wonder—electricity does the work-—- 


helps today’s smart women of letters 
turn out such truly beautiful work in so little time, 


with so little effort and so pleasing to the boss. 


Rominyton. Ft. 
fbernumuegtora. Hbcarad 
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